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अंग्रेजी बोलचाल सिएाने वाली प्रभावी d सरत Teche 
“३959 Super SIMA FINI कोम 


ge दैनिक व्यवहार वाली आम बोलचाली भाषा क्रमबद्ध ढंग 


pen DEN — AE = ! 72 E e \ से पढ़ते-पढ़ते सीखने और समझने की एक सहज-मुगम 
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पापा asa -- मेरी ह्वै! 
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नयी पद्धति ... जैसे छोटा बच्चा बिना पढ़ाये-सिखाये 
पढ़-सुनकर ही बोलना सीख जाता है । 

X पूरा कोर्स वार्तालाप शैली में--मानों आमने-सामने बात 
हो रही हो । 

ॐ प्रंग्रेजी बोलने में होने बाली fane और अटक को खत्म 
करने वाले लगभग 2500 चुने हुए अक्सर बोले जाने 
वाले प्रंग्रेजी शब्द । 

Me लगभग 4500 आम वार्तालाप के छोटे-छोटे प्रभावशाली 

वाक्य जो किसी भी विषय पर और किमी भी मौके पर 

किसी भी श्रेणी के स्त्री-पुरुष से बोले जाते है । 


iria L fm इंगलिश स्पीकिंग कोर्ग सफलता ही AO | म्पीकिग कोरर सफलता हीं गारंटी है । 


mune सिखाने वाला |. Tv 
एक तजुर्डकार फोटोग्राफर का लेयार किया हुआ फोटोग्राफी सिखाने वाला बल्ली क लि शा सम iret 


प्रैक्टिकल फोटोग्राफ़ी कोर्स "Res 


z fax अपने किस्म का पहला 
& फोटोग्राफिक अनसंधानों पर आधारित खोकम्रिय हॉबी 'फोटोग्राफी' इस कोर्स की मदद से dria । REINIÉR सरसतम 
घूव-छांव, द्वर-पास सभी मौकों पर तथा इन डोर-आउट डोर, ट्रिक फोटोग्राफी, _ स्पीड फोटोग्राफी, पद्धति पर आधारित 
om तथा इ निक पर्लेश फोटोग्राफी सीखिये । कलर फोटोग्राफी पर सम्पूर्ण जानकारी । .15 दिन का प्रैक्टिकल 
O due, TH, स्टिल लाइफ, लैंड स्केप, cited, विवाह, जानवर आदि के faa सफलतापूर्वक art । कोर्स । 
pue , डाक्य॒मेंट mf, फिनिशिंग, हैण्ड कलरिंग आदि A 
मूल्य : 15/- ० डाकखर्च माफ । ax बिता शिक्षक के घर a3 स्पैनिश या 


Em - इलैक्ट्रिक गिटार बजाना सीखिये । 
स्त्री-पुरुष दोनों के लिए ॐ पहले संगीत, का शान हो या न हो तो भी 
sts कद बढ़ाने का पश्चिमी या भारतीय दोनों संगीत बजाना 
// > क्रांतिकारी सिद्धांत ! सीख जायेंगे । 

X* स्वर-लय-ताल शान, शास्त्रीय राग एवं 
अपना कद बढ़ाइये लोकप्रिय फिल्‍मी गीतों की स्वर-लिपियों 
सहित | मूल्य : 10/- र० डाकखर्च माफ । 
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@ डावे रूम का सामान, asi, ma 
wa कुछ सिखाने वाला सचित्र कोर्स । 


sra भ्रापको किसी प्रार्ट-स्कूल में जाने की जरूरत नहीं ॥ हमारा यह 
15 दिन का कोर्स अपनाइये श्रौर देखिए इसका चमत्कार ! 


exer तथा पेंटिंग कोर्स PA 


आधनिक परिवारों का एक उभरता हुआ शौक, एक 
उत्तम और स्वस्थ मनोरंजन । 
@ गहिणियों, स्कूल-कॉलेज के छात्र-छात्राओं, कमशियल 


आटिस्टों तथा आर्ट टीचरों के लिए उपयोगी । 


अमली लुत्फ नहीं उठा 


@ पेंसिल पकड़ने से लेकर बेसिक डिजाइन, लैंड cfs, स्टिल eres, denm बाते और Gre 
gan के डिजाइन, पोस्टर होडिग तथा वाटर कलर, rfar, जायल तथा तथा बिवाह के समय 
कश्चिक dz द्वारा सभी तरह के'वेड-वीधे, पशु-पक्षी, मानव-आकृतियां तथा रिजेक्ट हो जाते हैं । 
सीन-मीनरी/न्दाना सीखिये । मूल्य : zo डाकखर्च माफ | हर क्षेत्र में असफल 
—————Á—— E EAR UAD— होकर हीनता की 


भावता से ग्रसित रहते 
हैं--अर्थात्‌ जीवन के 
दर दौर में पीछे रह स 4 
जाते Ba अब पेश है | प्रषिटिकल हस्तरेखा शान का 


भारत में पहली बार | एक श्रनूठा एनसाइकलोपीडिया 


ast Howe बचाव s i 
बिना giat सारधाड़ की;जापानी कलाएं 


बँज्ञानिक अनुसंधानों पर्‌ 

A fnm 3 © एस पुस्तक के द्वारा आप खुद अपने हाथ 
j सहिः ái ) आधारित कद लम्बा ide ; 
जूडो कराट (ue एवं Neg " ra oe, | Sit mcam NT m 

इस पुस्तक की अदद से आप 300% अधिक जूडी- m 
के ada सीख सकते हैं औट अपने j दो गुने बा चौ T Saw 15 मितट के प्रतिदिन के ७ अ S TM j 
ताकतवर व्यक्ति को परीस्त कर सकते हैं । लाठी, चाकू अभ्यास से कुछ ही हफ्तों में , लाभ-हानि, बीमारी, आधिक 
furi बार से अपना बचाव कर हमलावर को अपना कद # से 10 में, मी. तक कठिनाइयां आदि सभी प्रकार की सैकड़ों 


चटकियों में धराशायी कर सकते हैं । 


आप भी इन अदभुत दांव-पेचा की यह 
मीखिये और तिभंय हो जाइये । मूल्य 


पुस्तकें दी०पी०णी० giel मंगाने का पता- `) फोन:529314-265403- 264191 


समस्याओं का सफल हेल जानना 
सीखिये । मूल्य 18/- डाकखर्च 2/- 


पुस्तक मंगाकर 
डा.खर्च माफ 


बढ़ाइये । मूल्य 15/- डा.खचं माफ | 
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A SELF TAUGHT COURSE E 
* enables you to craft an imaginative, forceful, response producing & 
profitable letter. 


* Helps you to handle complaints, 


avoid misunderstandings keep 
your social, personal & family contac 


ts smooth & pleasant. 
ENSURES YOU A BRIGHT CAREER 


* Typists & Clerks : Get you a quick promotion. 


* Office Assistants Enable you handle Busin 
Stenographers : independently. 


* Managers 


ess correspondence 


: Make you give uninterru 


pted dictation to your 
secretary. 


* Businessmen 


Enable you to increase your sales, regain lost 
Business Executives : 


buyers, bring in money due, establish goodwill, 
& build the image _of your company. 
* Job Seekers : Fetch you a better post. 
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इस कोर्स की मदद से कम अंग्रोजी पढ़े-लिखे भी उच्च स्तर के पत्र बना सकते हैं... 


पत्र लिखते समय उपयुक्त शब्दों व वाक्यों के लिये दिमाग पर जोर देने की 
आवद्यकता नहीं......... a 


ATT को केवल इतना करना है; 


Osre में दिये गये इण्डंक्स को देखकर पन्ना पलटिये...... 
OORA गये वाक्यों में से अपने मतलब के चुनकर निशान लगाइये 
000 फिर उनको क्रमवार लिखते जाइधे...... 


oo SAG आपका पत्र तैयार 


प्रकाशकीय 


घाबुनिक amm के विकास के साथ-साथ पत्रों का स्वरूप भी विस्तृत pur है. कुछ भ्ररसे पूर्व पत्र ज्ञहां दो 
व्यक्तियों के बीच कुशल-क्षेम का माध्यम मात्र थे, भ्राज सामाजिक व्यवहार का श्रग बन चुके हैं. इसी कारण उनके 
स्वरुप, संरचना AYE भाषा की सुघड़ता पर ध्यान देने की श्रावशयकता हुई, यहां तक कि पत्र-लेखन को एक कला के eq 
में मान्यता दो जाने लगी. 

सामाजिक व पारिवारिक स्तर पर हमारे ज्ञीवन में पत्र-लेखन की भ्रनेक परिस्थितियां व प्रवसर श्राते हैं, इन में 
हर्ष की घड़ियां भो होती हैं ब दुख के क्षण भो. कभी सहानुभूति के लिए qa लिखना पड़ता है तो कभी बधाई के लिए. 
लेकिन ऐसे व्यक्ति विरले हो होते हैं, जो हर प्रकार के पत्र प्रभावशाली ढंग से लिखने, व सही श्रभिव्यक्ति देने N 
सक्षम होते हैं. इस तथ्य में दो मत नहीं कि हर स्थिति में लिखा गया पत्र लेखक को सुसंस्कृता, शिष्टता, सुरुचि, 
सोहादंता, व स्पष्टता को प्रतिबिबित करवा है. ur व्यक्ति का सामाजिक दायरा विस्तृत होने के कारण तथा 
व्यक्तिगत संबंधों में ्रौपचारिकता uU के कारण इन गुणों का महत्व श्रौर भो बढ़ जाता है. 

व्यावसायिक पत्र-व्यवहार तो खेर, ज्यापार का आधार ही है. sa: व्यावसाधिक पत्र-लेखन का महत्व 
सर्वोपरि है. किसी भी व्यावसायिक संस्था का भ्रपने ग्राहकों से संपर्के रखने का एक मात्र माध्यम पत्र व्यवहार ही 
तो होता है. व्यवसायी dear की स्यापना से लेकर उसके उत्पादित माल की बिक्री तक प्रत्येक स्तर पर पत्र-लेखन 
को उपयोगिता को नकारा नहीं जा सकता. सही श्रभिव्यक्ति, सटीक च चुस्त भाषा, संक्षिप्तता व प्रोपचारिकता 
ऐसे पत्रों की जान होती है. 3 

नौकरियों के लिये ग्रावेदन पत्र पत्र -लेखन में श्रपेक्षाकृत नया है. लेकिन विद्यार्थियों eie नोकरी के इच्छक 
व्यक्तियों के लिये ag उतना ही महत्वपूर्ण है जितना एक व्यवसायो के लिए व्यावसायिक qu. ; 


हर प्रकार के पत्र-लेखन में यह परिपक्वता श्रम्यास व श्रध्ययन से ही प्राती है. लेकिन उस के लिए भी सही 
मार्गे-दर्शन एकदम श्रनिवार्य है. पत्र-लेखन के इसी agaa उपयोगिता को ध्यान में रखते हुए इस पुस्तक " 
रचना की गयी है जो समाज के हर वर्ग के लिए उपयोगी सिद्ध होगी. यूं तो इस विषय पर संकड़ों पुस्तक dare हो 
चुकी हैं लेकिन व्यक्ति की पारिवारिक, सामाजिक तथा व्यावसायिक संबंधों की हर संभावित परिस्थिति व naar के 
wqew विस्तृत रूप से लिखी गई यह प्रथम पुस्तक है. 

पुस्तक के तीन ast में विभिन्न श्रबसरों के लिए दिए गए नमूनों में से प्राप भ्रपनी स्थिति, समय, रुचि व 
भावश्यकता के श्रनुतार कोई भी एक नमूना चुन सकते हैं. या उसके प्राधार पर पत्र स्वयं तयार कर सकते हैं. 
mastaa केवल gea की ही है. 

जहत समय से एक ऐसी पुस्तक को कमी भ्रनुभव की जा रही रही थी gnome समय में ही एक कम पढ़ें-लिखे 


s को भी सफल व सक्षम पत्र-लेखक बना सके. trsta पद्धति पर घ्राधारित यह सरल व प्रभावी कोर्स इसी 
विशा में हमारा एक प्रयास है. 
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~ ~ कोडे 
पत्र लेखन क कुछ मोटे नियम 
शायद ही कोई ऐसा व्यक्ति हो, जिसे अपने परिचित, श्रात्मीय या किसी संबंधी का पत्र पाकर प्रसन्तता न 
होती हो. ये पत्र कभी सुख व हर्षोल्लास का संदेश लाते हैं तो कभी SAS समाचार, किसी अन्य शहर, 
गांव यहां तक कि विदेश में रहने वाले रिस्‍्तेदारों से संपर्क का मुख्य माध्यम पत्र ही तो हैं, लेकिन पारिवारिक 
- परिधि के अलावा सामाजिक व व्यावसायिक aidi को निबाहने का मुख्य साधन पत्र व्यवहार ही है. 
सामाजिक व पारिवारिक जीवन में पत्रों की इतनी महत्ता के बावजूद बहुत ही कम व्यक्ति इस कला में 
सक्षम हैं. अधिकतर व्यक्ति इसे वोझ समभ कर टालते रहते हैं, विशेषकर यदि पत्र अंग्रोजी में लिखना हो. चूंकि 
पत्र के साथ-साथ पत्र लेखक का व्यक्तित्व भी पाठक के पास पहुंचेता है. पत्र का सरल, स्पष्ट, संक्षिप्त कितु - प्रभावशाली 
व सारगर्भित होना बहुत आवश्यक है. अत: पत्र लेखन के कुछ आधारभूत सिद्धातों की जानकारी सफल पत्र लेखन की 
दिशा में पहला कदम है. 
पत्र का स्वरूप:- अधिकांश व्यक्तियों की समस्या होती है कि पत्र में क्या feet, कैसे लिखें और कितना 
लिखें. इसी समस्या में उलक कर उनके पत्र श्रकसर अधूरे रह जातेः है. इस उलभन से बचने का भ्रासान. तरीका 
यही है कि आप अपने मन में खाका बना लें कि आप किसे लिख सहेः हैं और आप का" मकसद क्या है. इस. प्रइन/“कां 
उत्तर ही आप के पत्र का ‘Text या विषयवस्तु होगा. आप जो भी पन्न के माध्यम से कहना चाह ur हों; दिमाग 
में उस का 'रफ' खाका बना लें. कोई हानि नहीं यदि आप किसी कागज पर अपने विचारों को" क्रमवार उतार लें व 
फिर उन्हें पत्र का स्वरूप दें. (व्यावसायिक पत्रों में तो कसर यह्‌ आवश्यक हो जाता है). 
श्राप जो कुछ भी लिख रहे हैं वह स्पष्ट व सुनिश्चित हो. ग्रनात्रदयक विस्तार या संक्षिप्तता से बचें. धिक 
संक्षिप्त होने पर पत्र का विषय स्पष्ट नहीं होगा व अधिक लम्बा पत्र बो रियत करेगा. आपके पत्र का Text जो हो, उसे 
स्पष्ट सुनियोजित व सारगर्भित भाषा में लिखें. शब्दों का उल्ट फेर, व feast शब्द पाठक को दुविधा में डाल सकते हैं, 
व्यावसायिक अथवा सामाजिक पत्रों में तो सही अभिव्यक्ति व संक्षिप्ता बहुत जरूरी 2 
साथ ही इस वात का भी ध्यान रखे कि आप पत्र किसे लिख रहे हैं. अपने से कम पढ़े-लिखे व्यक्ति, चाहे 
वह आयु में बड़ा है श्रथवा छोटा, अधिक कठिन या fazat पूर्ण शब्द लिखकर उसे दुविधा में न डालें, सहज, सरल 
व निष्कपट भाव से पत्र लिखे, प्रत्येक व्यक्ति की आयु व पद के अनुरूप संबोधन करके उस की स्थिति को sqm 
ही पत्र लिखे', 
भाषा व शेली:- बुटिरहित, प्रवाहमयी भाषा व सुन्दर शेली पत्र की ग्रात्मा है. fandi, व किलष्ट शब्दों 
का प्रयोग व व्याकरण की ग्रशुद्धियां TT लेखक की लापरवाही की परिचायिक तो हैं ही, पत्र की स्वाभाविकता, 
सुन्दरता, उपयोगिता व प्रभावशीलता को भी संदिग्ध बना देती हैं. प्रत्येक पैराग्राफ के आरंभ में एक जैसा हाशिया 
छोड़िये व एक पैराग्राफ से दूसरे पैराग्राफ में स्वाभाविक तारतम्य हो, यानी एक बात लिखते-लिखते एकदम दूसरी बात 
पर न भ्रा जाएं, फुलस्टाप, कोमा, आदि का भी ध्यान रखिए, 


शिष्टाचार व स्वाभाविकताः- पत्र का स्वरूप चाहे केसा भी हो, शिष्टाचार व विनम्रता उस क 
ग्रनिवाये aq हैं. az, अश्लील व घणित बातो से स्था बचे. कभी क्रोध में पत्र लिखा. भी गया हो तो उसे तब 
तक पोस्ट न करें जब तक उसे ठंडे दिमाग से दोहरा न लें, शालीनता व स्वराभाविकता का हमेशा ध्यान रखे, लेकिन 
ग्रति विनम्रता या व्यर्थ की ग्राइंबर पूर्ण भाषा से भी बचें. ऐसा करने से पत्र ग्रस्वाभाविके a बनावटी हो. जाता है.. 

पारिवारिक, सामाजिक तथा व्यावसायिक परिधि में लिखे गए पत्र एक दूसरे से भिन्न होते हैं, लेकिन ये 
आधारभूत बातें सभी प्रकार के पत्रो में लागू होती हैं, श्रागे के श्रध्याय में सभी प्रकार के पत्रो' की संरचना 

से समभाई गई हैं, जो ग्रापके लिये एक अच्छी मार्ग दशिका सिद्ध होगी. ग्राप पत्र लेखन को बोझ 
नहीं समभेंगे, बल्कि आप को यह कार्य रुचिकर लगेगा और ऐसा माध्यम जो ara के सामाजिक व्यावसायिक 
संबंधो' को विस्तृत कर सकता है. 
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ABBREVIATIONS COMMONLY USED IN COMMERCIAL 


CORRESPONDENCE 
Al : First Class cc. : Cubic centim 
(à : at the rate of C. & f. : cost and freight e 
a.a.r. : against all risks Cap. : Capital 
A.C./a.c./ac : account Cent. : hundred 
acct. : accountant cf. : refer 
A.D. : Acknowledgement Due cge. pd. : carriage paid 
a.d. : after date Chg. : Charge 
admin. : administration c.i.f. : cost, insurance and freight 
ad val. : ad valorem (according to C/L : Car load 
value) Co. : Company 
ad./advt./advst. : advertisement ‘c/o. : care of 
agcy. : agency C.O.D. : cash on delivery 
: agent Commn. : Commission/communication 
: amount Consgt. : Consignment 
: account of contd. : continued 
: April contr : contract 
: Account Sales/Sales Account co. Op. : cooperative (society) 
: association Corpn. . Corporation 
: assistant d. : date 
: August d/a : documents — against accept- 
४ auxiliary ance 
: bill book/bank book d/d : delivered/days after date 
: balance Dec. : December 
:. brought forward deg. : degree (s) 
. 1 board/bond del./dely : delivery 
. 1 Bill of Exchange dept./deptt. : department 
. t book-keeping dis, : discount 
: Bill of Lading div. : divident/division 
. : barrel D/n : Debit note 
. : bulk/blank do. : ditto 
S . : Bills payata doz. : dozen 
p. : bill of parce d/p : document agains 
B.R. : Bills receivable Dr. : Debtor ue y 
Br. : Brother/branch dr. : drawer 
Bro (s) : brother (s) d.s./d/s- : days after sight 
B.S. : bill of sale dup. : duplicate 
bs. : balance sheet d/y : delivery 
bt./bght. : bought dz. : dozen 
bu. : bureau ed. : edition 
DE : box 8.8, : errors excepted 
.A. : Chartered Accountant/Cost e.g. : exempligratia (for example) 
Accountant | encls. : enclosures 
c.c. : Cent (s)/Centigrade/Carbon E. & O.E. : errors and omissions excepted 
e.o.m. : end of month 


copy 


est. : established/estimate 
et al : et abibi (and else-where) 
etc. : etcetera (and so forth/and 
the rest) 
ex. : ex godown (from godown) 
ex. : exchange 
ext. : extension A 
ex.div. : ex dividend (without divi- 
dend) 
f.a.a. : free of all average 
f.a.q. : fair average quantity 
f.a.s. : free alongside ship 
f.d. : free docks (goods to be 


delivered) 
Feb. : February 
fig. : figure 


F.O.B./f.o.b. : free on board 
F.O.R. : Free on rail 
Fri. : Friday 
gal./gall. : gallon 
gds. : goods 
gen. : general 
Gr. Wt. : Gross weight 
G-T.C./g./t./c. : good till cancelled 
‘Guar. : guaranteed 
Hon. : honorary 
H.P./h.p. : horse power 
H.p. : hire purchase 
hr. : hour 
nt. : neat/neight 
ib./ibid. : ibidem (in the same place) 
ic. : in charge 
: idem (the same) 
id est (that is) 
indicated horse power 
: incorporated 
: information 
ins. : insurance 
inst. : instant (present montb) 
int. : interest 
inv. : invoice 
LO,U. : I owe you 
Jan. : January 
Jr. : Junior 
Jul. ; Jui; 
Jun. : June 
kg. : kilogramme 
km. ; kilometre 
kw. : kilowatt (s) 
ib. : A pound in weight 
L/C : Letter of Credit 
Lit. : Litre 
Ltd. : Limited 
m. : minute/month/metre 


Mar. : March 
max. : maximum 
m/d : months after date 
mdse. : merchandise . 
memo. : memorandum 
Messrs. : messicurs 
mfg. : manufacturing 
mír. : manufacture 
mgr. : manager 
min. : minimum/minute 
misc. : miscellaneous 
M.O. : Money order 
Mon. : Monday 
M/S : Messrs 
ms./mst. : manuscript 
m/s : months after sight 
mtge. : mortgage 
n.a. ; no account/not applicable 
N.B./n.b. : notabene (note well) 
neg. : negative 
No./no. : number 
Nov. : November 
ns. : not-specified 
0.8. ; on account (of) 
O.C. : office copy 
Oct. : October 
O.d. : on demand 
0.5. : out of stock 
OZ. : ounce 
p.a. : per annum 
P.C. : per cent 
pol. ; parcel 
Pd. : paid 
per pro. : per procuration (by proxy) 
pkg. : packing 
P. & L. ; Profit and Loss 
pm. : premium 
p.m. : per month 
P.N. : Promissory Note 
P.O. : Postal Order 
p.p. : parcel post 
prox. ; proximo (next month) 
qual. : quality 
gy. :query 
Re./re. ; refer or referring to 
regd, ; registered 
recd, : received 
recpt. : receipt 
ref. : reference 
retd. : returned/retired 
R.P. : reply paid 
R.S.V.P. : responder sil vous prait 
(please reply) J 
S/d : sight draft 


RO है| 


—— 


Sec. : Secretary 
S.N. : shipping note 
Sq. : square 
Ss. : steamship 
Str. : steamer 
Subs. Cap. : Subscribed Capital 
T.L.O. : total loss only 
tr. : tare (weight) 


Instead of this 


1. I have pleasure in informing you. : 
We do not anticipate any increase in 


prices. ५ 
Please favour us with an early expres- 
sion of your views. 

Please be good enough to advise us. 
Please see that an enquiry is conducted 
to determine the reason. 

We express our regret at being unable to 
fulfil your order on this occasion with 
our customary promptness. 

We are writing with reference to. 

The information is needed in connection 


with, 

We shall be in a position to 

In the course of the next few days 

He was granted a loan of Rs. 300/- by 


Fee Sn 


us. 
2. Payment of their account will be made 
by M/S Fancy Garments next month. 


ult. : ultimo (last month) 
via : by way of 
V.P.L. : value payable letter 
V.P.P. : value payable post 
wt. : weight 
yd. : yard 
yr. : year 


Write like this 


Iam pleased to tell you (or to say).... 
We do not except prices to rise. 


Please let us have your opinion soon, 


Please tell (or inform) us. 
Please find out the reason. 


We are sorry we cannot meet your 
present demand (order) immediately. 


about 
for 
able 
during 


We granted him a ioan of Rs. 500/-. 
M/S Fancy Garments wili pay their 
account next month, 

Referring to your letter 


13. Adverting to your favour 

14. Re (your letter) 

15. The writer wishes to acknowledge 
16. Weare in receipt of... 

17. We beg to acknowledge... 

18. We have to acknowledge... 

19. We beg to inform you... 

, We beg to thank you... 

21. Your esteemed favour to hand. 
22. Your letter to hand. 

23. Yours to hand. 


or 
Thank you for your letter. 
We have received... 


We are writing to inform you... 
We thank you... 


We have received your letter. 


24. The favour of your early reply will I shall be glad to hear from you soon. 
blige. j 
25. i you of our best attention at all | 
times..- 


26. We beg to remain, 


We remain, 
Awaiting the favour of your early reply, 


It will be appreciated that... 
It should be noted that... 
I am to point out that... 


as per 
at your earliest convenience 
enclosed please find 

idem, ad ult. 


. if it is within our power 
' it will be our constant aim 
. of even date 

. only too pleased to 

. per 


same 


. take an early opportunity 
. take into consideration 

` under consideration 

.. Yesterday's date 

`~ Your communication 

. Your good self 

. Your favour 

` Yours of the 15th. 

. under separate cover 

. accomplish 

. approximately 

. purchase 

. request ९ 
, require 

. terminate 

. utilise 


Will you be good enough to 


, in the near future 


at the present time 


. come to a decision 
, express a preferences, for 


for the reason that 


. Every consideration will be given to your 


request. 
We will execute your order expediously. 
It gives me much pleasure to inform 


you. A * 
We have no hesitation in advising you. 
The preparation of new salary scales is in 


hand. 
Due to the unusual nature of the request 


f Hoping to hear from you soon. . 
.. Looking forward to our next meeting. 


. Trusting this meets with your approval. 
. Thanking you for your trouble. 

. We are unable to 

. in the event of 


Avoid these expressions 


according to 
‘as soon as you can 
I (we) enclose (are enclosing) 


if we can 
we shall try 
of today 
very glad to 


by 

your letter, the goods etc. 

act promptly 

consider 

being dealt with 

Yesterday 

your letter, phone message, etc. 
You n 

Your letter 

Your letter of the 15th. 
separately or by registered post etc. 


Your request will be carefully 
considered. 
We will fulfil your order promptly. 


I am pleased to tell you (or to say) 


We advise you 
New salary scales are being prepared. 


As the request is unusual. 

I (We) hope to hear from you soon. 

I (We) look forward to our next 
meeting. 

1 (We) trust you will approve of this. 

J (We) thank you for your trouble. 

Me cannot 

i 


MEO Oo ms... 7 3,4 


. We do 


j In the event 
' kindly advise. 
. Please feel free to contact us at any 


, make an effort 

. having regard to 

, at all times y . 
, Awaiting your esteemed instructions. 
, at your earliest convenience 

. above mentioned 

. enclosed herewith 

. have noted the contents 

. [n accordance with your request 
. If you refer to your file 

. Kindly advise 

. the said shipment 


We take this opportunity 


|. We wish to thank you 
` We would recommend 
. we would suggest 


We beg to state B 


` We would like to be advised 

. We are this day writing 
You have our permission 

` Jam interested in the above 


May I have the above information 


| When can you ship the above-listed 


parts ? 


not feel that under the 
aforementioned circumstances we are 
qualified to impart to you the informa- 
tion requested. 

Agreeable to your request... 


` ‘Your cheque in the amount of Rs, 500/- 


been received. s 
attached hereto or herewith 
In compliance with your recent request’ 
we are pleased to enclose herewith our 
latest price-list, —— 
Contact us at apy time 


` Your letter of the 26th to hand and 


ntents noted. : 
The cheque enclosed herewith 
ur expenses. 
Tu to a previous engagement... 


covers 


' Due to the fact that... 
| jn due course of time... 1 
` We hope the books will be duly received 


' in good shape. 


effect that 
To the that you want samples, 


time. 


try 

concerning 

always 

We shall wait for your reply. 
Please reply as soon as possible 
referred to above 

enclosed 


as requested by you 
Please refer to your file. 
Please let us know. 

the shipment 


We thank you = 

We recommend 

We suggest 

We would like to say. 

Please let us know. 

We are writing today. 

You may 

I am interested in it. 

May I have this information. 
When can you ship these parts ? 


or 


When can you ship the parts mentioned 
above ? 

Under these circumstances we do not 
feel qualified to give you this jnforma- 
tion. ' 


As you requested... y 

We have received your cheque for Rs. 
500/- 

attached 


We are glad to send you our latest price 
list, which you requested. ह 
Write us at any time. 


Thanks for your letter of June 26. 
Here is a cheque for your expenses 


Because of a previous engagement... 
a aiive e "n 

As soon as we can... 

We hope that the books will arrive in 
good condition. 

That \ 

If you want samples, just let me know. 


Picase write to (or call) us at any time. 


114, 
115, 


151, 


1 have before me your letter of April 15, 
which I am now answering. 

I wish to state that your order was 
shipped yesterday. 


. Inas much as 
. Please be informed that your order was 


shipped 
Kindly... 


today. 


. Thank you for your kind order 
- We trust our actions will meet with your 


approval, 


- Many thanks for your patronage, 
. Permit me to say that I am deligated to 


send you this information. 


- We are not in a position to... 
. Pursuant to your request... 
. Acording to our records, your account 


is thirty days overdue. 


. Flease repiy by return of post. 
- We shall appreciate same. 

- We have to state... 

. Thanking you 


in advance for your 
trouble... 


. This is in reply to your kind letter of 


‘September 5. 


- It is the sincere wish of the undersigned 


that... : 


. Under separate cover... 
. In view of the fact that... FR 
- We are today in receipt of your order for 


one dozen mixers, 


. With your kind permission we are sending 


you samples of our latest products. 


. At all times 3 
. At the present writing 


As to your suggestion 


. As a matter of fact 


Costs the sum of... 
For a period of a month 


» In a satisfactory manner 
. On receipt of 


Trusting you will send 


. The party you suggested 
» The writer has investigated 
. The above mentioned merchandise 


Until such time as 


. We would request that you... 
. It is time 


You have our permission. 


I am glad to answer your letter of 
April 15. 

You will be glad to know that your 

order was shipped yesterday, 

since (or because) 

Your order was shipped today. 


Thank you for your generous order. 
We hope you will approve our action, 


Many thanks for your order, 


lam deligated to send you this informa- 
tion, 


We cannot... 
As you requested... 
Your account is thirty days overdue, 


Please reply promptly. 

We shall appreciate it (or them). 

We would like to Say... 

I hope this won't be too much trouble 
for you. 

Thank you for your letter of September 5, 


I certainly wish (or hope) that... 


separately... 

since... 

Thank you for your order for one dozen 
mixers, 

We are glad to send you samples of our 
latest products, — . 

Always 

Now 

Regarding your suggestion 

Tn fact à 


costs 
for a month 
satisfactorily 

hen we receive 
Please send 
The person you suggested 
I have investigated. 
Thé merchandise 
until 
please 
now 
you may 


SECTION-I 
व्यक्तिगत तथा सामाजिक पत्र 
Personal & Social Letters 


व्यक्तिगत तथा सामाजिक पत्र-व्यवहार 
(PERSONAL & SOCIAL LETTERS ) 

हम सबको पत्र लिखने पड़ते हैं, कभी यच्छे कारण से, तो कभी दुःखद कारण से, कभी कोई सूचना देने के 
लिये, तो कभी लेने के लिये, कभी चिता व्यक्त करने, तो कभी प्रेम जताने के लिये. 

व्यक्ति छोटा हो या बड़ा, उसके लिये व्यक्तिगत तथा सामाजिक पत्र-व्यवहार श्राजकल अनिवाय है. 

पत्र तो स्वयं का प्रतिबिब होता है, ऐसा कहा जाता है, तो फिर ऐसे पत्र-व्यवहार को नियमों का बंधन 
कंसा ? हो सकता है प्रेम पत्र जैसे संपूर्ण निजी स्वरूप के पत्र को नियमों का बंधन आवस्यक न हो, लेकिन wur 
सभी पत्रों सें-पारिवारिक पत्रों सहित--सुगम व सरल अभिव्यक्ति के नियम ग्रवशय लगते हैं. 


व्यक्तिगत च पारिवारिक पत्र 
१. व्यक्तिगत maur पारिवारिक पन्न का स्वरूप स्वभावतः ग्रनोषचारिक होता है, इसलिये पापको भाषा 


ऐसी हो जैसे श्राप भ्रामने-सामने बेठे è श्रौर वार्तालाप कर रहे हैं, प्रर्थात्‌, जैसा श्राप बोलते हैं der ही लिखिये-सरल 


प्रौर भ्राम बोलचाल की भाषा में. 
२. प्न, वार्तालाप जैसा होते हुए भी स्पष्ट हो, झाप कोई जानकारी देना या लेना चाहते हैं तो वह या हैं 


इसका पाठक को स्पष्ट ज्ञान होता चाहिये. 
३. पत्र लंबा या खास महत्व का हो तो सुनियोजित ढांचे के भ्रनुसार लिखिये. 
४, संपुर्ण भ्रनौपचारिक पत्र सें भी प्रारम्भ, सध्य प्र sia ऐसे तीद भाग होते हैं, यह ध्यात में रखकर उसे 


भागों की ढ'ग से रचना कीजिये. 
इस उप-विभाग में परिवार के सदस्यों के बीध पत्र, पति-पत्ती फे पत्र ate 


किये गये हैं. 


सामाजिक पत्र 1 
सामाजिक पत्रों को 'शिऽ्टाचार-पत्र' कहा जा सकता है, क्योंकि वे भ्रामतौर पर किसी-त-किसी श्रच्छे या 
भी-कभी वे किसी कास से भी लिखे जाते हैं-जेसे, कोई 


मंगेतरों के पत्र समाविष्ट 


बुरे mae पर शिष्टाचार-पालन के लिये लिखे जाते हैं. क 


शिकायत करना, कोई जानकारी प्राप्त करना आदि. 


जिन प्रमख सामाजिक प्रवसरों पर ये पत्र लिखे जाते हैं वे हैं-- 
" ७. दफ्तर की ata (Office Matters) 


. बधाई (Congratulations) 
धन्यवाद (Thanks) ८. सकान-मालिक श्रौर किरायेदार. (Landlord & 
, निमंत्रण (Invitation) Tenant) 
समवेदना (Condolence) &. शिकायतें (Complaints) 
१०. क्षमा-याचना (Apologies) 


2 सहानुभूति (Sympathy) à 
, शिक्षा से संबंधित (Educational Matters) ११. विवाह-संबंधी (Matrimonial) 
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ढांचा 


नियमः ऐसे पत्र लिखने के कुछ मोटे नियम इस प्रकार हैं:-- 

१, साधारणतया पत्र छोटा रखिये, ज्ञिह्डाचार-पालम के लिये erect का जाल बिछाने की जरूरत नहीँ, 

s. ऐसे पत्रों में व्यबसाय, नौकरी प्रादि uma naag बातों का उल्ले त करें --खास कर समवेदना के 
qui में, 

३. सच्चाई प्रौर duri से लिखिये, प्रौर ये भाव प्रयती भाषा में ष्यक होते दीजिये. 

४, घिसे-पिटे प्रौर भावनाशून्य वाक्‌ प्रचार प्रयोग में मत SITES. 

५. प्रसंग के प्रनुसार गंभीर प्रथवा खुशो का रुख तथा शैली घ्रपनाइये. 

. ब्यक्तिगत श्रथवा सामाजिक पत्र के कुछ प्रमुख भाग होते हैं : 
१. श्रपना पता श्रौर तारीख (Writer's address and date) v. सौहादंपूर्ण a (Cordial end) 


२. सम्बोधन (Salutation) ५. हस्ताक्षर (Signature) 
३. मल पाठ (Text) ६. पाठक का नाम व पता (Readers 
name and address) 


पत्र लेखक का नाम, पता व तारीख (Writer's name address and date) 


ग्रौपचारिक तथा सामाजिक पत्रों में पत्र लेखक का पता बाएं कोने पर faar जाता है, लेकिन 
पारिवारिक या ग्रनश्रौपचारिक पत्रों में केवल शहूर या गांव का नाम लिखना हो पर्याप्त है. फिर भी, यदि 
are पारिवारिक परिधि में, किसी मित्र को या किसी भ्रपरिचित को पहली बार पत्र लिखने जा रहे हैं 
तो पता लिखना जरुरी है. पते की प्रत्येक लाइन के बाद कोमा (,) a श्रन्तिम लाइन के बाद फुलस्टाप 
लगाइए. तारीख पते के ठीक नीचे लिखो जाती है. तारीख लिखने के कई तरीके हैं, जसे :--- 
12th May, 1979. j 
May 12th, 1979. 
May 12, 1979. 
12.5.1979. 
12/5/1979. ; 
यूं तो व्यक्तिगत भ्रयवा भ्रनप्नौपचारिक पत्रों में प्राप कोई भी शैलो eror सकते हैं किन्तु सामाजिक a 
प्रौपचारिक पत्रों में पहली दो शेलियों में से कोई एक शेली श्रपनाइए, बैसे भी श्राजकल यही वो शंलियां 
प्रचलन में हैं. तारीख डालते समय माह के बाद कोमा (,) व सन (year) के बाद फुलस्टाप amga. ufa 
झ्राप का कोई टेलीफोन do है तो वह पते के ऊपर लिखा जाएगा. 


सम्बोधन (Salutation) 
व्यक्तिगत पत्रों में संवोधन सामाजिक व श्रोपचारिक पत्रों से थोड़ा भिन्न होता है. ौपचारिक पत्रों में 
चदि पत्र प्राप्त कर्ता का नाम ज्ञात नहीं है तो संबोघत इस प्रकार होगा; 


Dear Sir, Dear Madam, या केवल Sir, यदि पत्र किसी कंपनी या समूह को लिखा जा रहा है तो 
‘Sirs’ ar ‘Gentlemen’ भी लिख सकते हैं लेकिन ‘Madam’ के साथ ‘S' का प्रयोग वहीं किया जाता. 

यदि पत्र प्राप्तकर्ता का नाम ज्ञात है तो संबोधन इस प्रकार हो सकता है; 

Dear Miss. ; 

Dear Mrs..." / 
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Miss या Mrs. के साथ सरनेम का प्रयोग जरूरी है. यदि पत्र प्राप्त कर्ता सेता श्रधिकारी या किसो 
बिशेष डिग्री से विभूषित है तो उसे भी संबोधत के साथ aasa लगाइए जसे :-८ 

Dear Dr. Sharma, 

Dear Capt. Sharma, श्रादि 

व्यक्तिगत पत्रों में इस प्रकार के कोई नियम या बंधन नहीं. यह मुख्यतः पत्र प्राप्तकर्ता व पत्र लिखने 
बाले के संबंधों व घनिष्ठता पर निर्भर करता है. uU से पद या प्रायु में बड़े परिचित व्यक्ति को संबोधन इस 
प्रकार होगा. माता, पिता, व प्रन्य बड़े संबंधियों तथा प्रन्य श्रावरणीय व्यक्तियों को इसी प्रकार संबोधित किया. 
जाएगा. 

Respected.-........... 

न्प संत्रोधन संबंधों को घनिष्डता के श्राधार पर इस प्रकार हो सकते है :-- 


My Darling:..प्ादि 
संबोधन के wea में कोमा लगाइए, 


naas (Text of the letter) 


यह संबोधन के नीचे एकाघ सेंटीमीटर जगह छोड़ कर प्रारंभ किया जाता हैं. सामाजिक या ग्रौपचारिक 


पत्रों में कई बार पत्र का मंतब्य प्रारंभ में ही स्पष्ट करने के लिए Subject line लिखी जाती है, विशेषतया 
कोई fasa (Complaint) अदि के संदर्भ में. Subject Line TA के बीचों-बीच, संबोधन के नोचे 
लिखी जाएगी. Subject line कई बार रेखांकित भी की जाती है. ब्यक्तिगत पत्रों में Subject line feet - 
को बिल्कुल प्रावइयकता नहीं. 
पन्न के Text के संबंध कोई बंधे नियम नहीं है, फिर भी वो तीन बातों का ध्यान रखें: 
(i) बाएं fran पर छोड़े गए हाशिए (margin) में एक रूपता हो, 
(ii) Short Forms जसे I'll, 1'0 का प्रयोग कम से कम करे, 
(iii) भाषा ब व्याकरण संबंधी शुद्धियां सामाजिक पन्न में तो प्रनिवार्य हैं हो, व्यक्तिगत पत्रों में भी प्राप उन 
की प्रबहेलना नहीं कर सकते, 
सौहार्दप्‌णं अन्त (Complementary Close) 
पत्र का प्रस्त संबोधन के equa ही होगा. HA यवि पत्र प्रौपचारिक है तो aE इस प्रकार gu :— 
Yours faithfully or Faithfully yours, Truly Yours or Yours truly. 
कभी कभी ‘Yours sincerely’ का भी प्रयोग किया जाता है. लेकिन तभी किया जाना चाहिए जब qu 
ब्राप्तकर्शा को नाम से संबोधित किया गया हो. Yours faithfully atte से पहले 1 am, I remain, शादि 
का प्रयोग भी किया जाता है d यह ब्यक्तिगत रुचि पर निर्भर है. 
व्यक्तिगत ब पारिवारिक पत्रों में संबोधन व्यक्तिगत संबंधों के ब्राधार पर निम्न प्रकार से हो सकता है। 


Yours, 

Yours ever, 
Ever yours, | 
Sincerely yours, J 


1 
| More suitable in letter to friends. 
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Yours obediently — To elders 
Yours affectionately — To younger ones. 


sca से पहले कुछ ‘Cordial notes’ लगाने से पत्र का TW झधिक सोहादंपूर्ण व प्रभावशाली हो 


जाएगा जेसे :— 

With best wishes, 

All the best, 

With kind regards, 

With best regards, 

With love, sa, f 

लेकिन इन का चुनाव पत्र के text व स्थिति के श्रनुसार करें. 
ध्यान रखें कि :— j 

सौहादंपूर्ण sia (Complementary close) का श्रन्त हमेशा कोमा (^) से होगा, 

Yours में Y हमेशा Capital होगा. 

Yours में Apostrophe का प्रयोग कभी न करें. 


हस्ताक्षर (Signature) 
सभी प्रकार के प्लौपचारिक व सामाजिक पत्रों में पत्र लेलक का पूरा नाम प्रनिवाय होता है 
बाहे पत्र Typed हो ग्रथवा हाय से लिखा हुआ. यदि पत्र लेखक कोई सेना ध्रधिकारी या विशेष 
डिग्रोघारी हे तो झपने नास से पहले उसका प्रयोग कर सकता है. जैसे Dr. Mehra, Col. Khanna... 
झादि. लेकिन हस्ताक्षर के साथ Mr. का प्रयोग कभी नहीं किया जाता. हां महिलाएं wu नरभ के सोथ 
(ब्रेकेट में) Miss waat Mrs लगा कर विवाहित naar विवाहित स्थिति का परिचय वे सकती हैं. 
व्यक्तिगत पत्रों में हस्ताक्षर संबोधन फे श्रनुसार ही होगा, प्राय: हस्ताक्षर उसी प्रकार fud जाते हैं 
जिस प्रकार कि पत्र प्राप्त कर्ता पत्र लेखक को संबोधित करता है. 
qu प्राप्त कर्ता का नाम व पता (Address of the addressee) 


सामाजिक व भ्रोपचारिक पत्रों में emere पंत्र पाने वाले का पता पत्र की, समाप्ति पर बाएं कोने 
ex लिखा जाता है. पता बिलकुल बही होना चाहिए जो श्राप बाहर लिफाफे पर लिखना चाहते हैं, पते में 
fereraz की qaan व Spelling संबंधी शुद्धता बहुत areas है. पत्र जल्दी qp इसके लिये Pin- 
code No. लिखना न भूलें । 
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बधाई के पत्र 
(LETTERS OF CONGRATULATIONS ) 


हर व्यक्ति को अपने मिश्र अथवा रिश्तेदार को बधाई का पत्र लिखने का अवसर आता रहता है. यह बधाई 
विवाह अथवा जन्म-दिवस पर दी जाती है, या फिर पुत्र-जन्म, नौकरी मिलना अथवा कोई सम्मान प्राप्त होसा 
इत्यादि शुभ अवसर पर दी जाती है. 

बधाई फे पत्र का उद्देश्य होता है उस व्यक्ति का सुख बाँटकर उसके सुख को बढ़ाना. इसलिए पत्र की भाषा 
हृदय के सच्चे भाव को सरल शब्दों में प्रकट करने वाली होनी चाहिये. 

बधाई का पत्र जितना कम ओपचारिक होगा उतना ही अधिक प्रभावी होगा. इसलिए वेसा लिखिये जैसा आप 
बोलते हैं भौर अपनी खुशी, अपने शब्दों में प्रकट होने दीजिये. i 


आम आदमी के जीवन में खुशी के जो प्रमुख अवसर आते हैं ये वे हैं 


१. जम्म-दिवस (Birthday) ५. नौकरी मिलना (Getting a job) 
२. सगाई/विवाह (Engagement/marriage ) ६- तरक्की मिलना (Getting a promotion) 
३. पुत्र/पृत्री-जन्म (Birth of a Child) ७. पुरस्कार मिलता (Getting a prize), और 


४, परीक्षा में सफलता (Success in examination ) ८, लंबी या भीषण बीसारी से मुक्ति 
(Recovery from a serious or long 
illness). 
प्रारम्भ में बधाई का एक प्रतिनिधि पत्र देकर बाद में उपर्युक्त अवसरों के अनुकूल वाक्यों के कुछ नमूने 
आगे दिये गये हैं. पत्र का अवसर क्या हो सकता है--इसकी कल्पना कर के ये वाकय बनाए गए हैं. बने-बनाए पत्र 
की नकल करने की अपेक्षा ऐसे मानक नभूनों को पढ़कर कोई भी व्यक्ति अपनी आवश्यकता के अनुसार बधाई ब ' 
अन्य अवसरों पर सुंदर से सुंदर पत्र अपने आप ही बना सकता है, ऐसा हमें विश्वास है. 
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जन्म-दिन पर बधाई का पत्र 
( Birthday Greetings ) 


ज्ञन्म-दिवस पर बधाई का पत्र Raa का रिवाज सारी दुनिया में है. आदमी 
छोटा हो या बड़ा, उसका ज्ञन्म-दिन उसके संबंधी ओर स्नेही-जनों के लिए प्रिय होता है 
और महत्त्व रखता है. इसलिए ऐसे अवसर पर भेजे जाने वाले छपे हुए कार्ड सब देशों में 
लिलते हैं, लेकिन यह कहने को आवश्यकता नहीं कि ऐसे कार्ड में आपके लिखे गये पत्र 
जैसा अपनापन होना असम्भव हैं 


My dear.... 
Tt was of immense pleasure to know that you are going to 


celebrate your coming birthday next week. Please accept my 
ce te congratulations and wishes for many happy returns of 
the day. 
I consider your stepping into your twentieth year of age 
an important mile-stone in your life, as from now on you shall 
be preparing for adult-hood. My best wishes for a i round 
success are with you. 
As I thank you for inviting me to your birthday party, it 
is very unfortunate that I shall not be able to attend it. I have 
to leave on official tour the same day. Please accept my apo- 
logies. I promise to compensate for my absence on my return 
to Delhi next month. 
Wishing you all the best in life and with warm regards 
] am, tg 
yours sincerely, 


जन्म-दिन पर बधाई देने के लिए कुछ वाक्यों के नमूने 


प्रारम्भ में शुभ अवसर पर हषं व्यक्त करें : 


1. 


> 


En 


een VA to know that the coming Monday happens to be your 
WD puc pd Da o 

dA thankful to you for inviting me to your birthday party next 
Avi ae qu for me to be present at the joyous occasion of 
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6. While thanking you for inviting me to your birthday, I wish to express 
the immense joy and happiness it has provided me. 
gd व्यक्त करने के थाव हादिक अधाई दें: 
7. convey my heartiest congratulations and wishes for many happy 
returns of the day. 
8. Please accept my best wishes on this happy occasion. 
9. Ijoinall friends and family members in wishing you a very happy 
birthday. 
बधाई के बाद tava के सुख के लिए शुभकानना दें : 
10. Onthis occasion of becoming an adult young man I wish you success 
for the long and vast life that lies ahead. 
11. Mayall happiness and success be with you in the days to come. 
12. May the blessings of God be with you at every step forward in your 
life. 


13. This birthday precedes many more of such happy occasions in your 
life, 1 wish. 


wd-à पार्टी पर निमंत्रण के लिए gerere करें, और न आ सकते पर खेद ब्यक्त कर : 


14. It is really wonderful of you to have invited me to your birthday party, 
but unfortunately I will not be in town that day. 

15. It is a pleasure to be invited to your birthday party but it is very 
unfortunate that I am suffering from fever and unable to attend. 

16. Though I sincerely wish to be present at your birthday celebrations, 
my pre-occupation with the business conference keeps me from it. 

17. Lso very much wish to attend your birthday party but my ill health 
restrains me. 


18. Had I not to go out on tour, I would certainly have been with you on 
this gay and happy occasion. 
सस्नेह उपहार भेजने की सूचना दें : ः 
19. With this letter I am sending you a small gift as a token of my love 
and affection. 
20. I request you to accept through my brother a small gift from me. 


फिर से शुमकामना देकर पत्र का अंत करें : 


21. Once again I wish you all success. 

22. Once again I convey my felicitations on this happy day. 

23. Please accept my hearty congratulations and best wishes on this 
occasion, 
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मंगनी|शादी पर बधाई-पत्र 


(Congratulations on Engagement/Marriage) 


जिनमें आपकी खुशी ज़ाहिर हो. पत्र झले ही छोटा हो, लेकिन उसमें सच्चा अपनापन 


झलके. ug पत्र जिसको भेजना है वह आपका संबंधी या fe हो सकता है, या 
लड़का/लड़की हो सकती है. हो है; या उसका 


प्रारंभ में छुभ समाचार पर हर्षे प्रकट करें : 


it difficult to express my pleasures to receive the wonderful 
s happy An of yonr E RETE. has overjoyed me. 
eceiving the big news through your letter has giv i 

ness beyond description. given me joy and happi- 
All of us are overjoyed to receive the happy news from your mother. 
The joyful news of your engagement/wedding gives i k 
to all of us here. . 8 gives immense pleasure 
The happy news in your letter has brought great happiness to me 


. Please convey my best wishes and congratulations to your daughter 


Thanking you for the good news I r 

wishes to your son. equest you to convey my best 
With many thanks for the invitation plea fer 

on this joyous occasion of your mariage. accept my congratulations 
Iam happy to know that you are gettin i : 

wishes. Please accept my ong duode DT tothe girl of your 


aeae वाकय के बाद जिसके साथ मंगनी/क्षादी हो रही 4 
quit धाक्य लिखने से आपकी विदोष Paki जाहिर होगी : हो, उसकी अष्छाइयों के बारे में 


11. 
12. 
13. 
14. 
15. 


My sister, who was a college mate of your fianc हि 
not only sweet-natured but good-looking too. ee, tells me that she is 


Your fiancee happens to be our family friend 
known him to be a fine and ood natured young go we have always 


d t know of any one else whom I i 
H ge no y om I would like you to marry than 
I fully agree that you could not have chosen a better life partner than 


him. > 
I must say that you really are very lucky to have him/her as your life 


partner. 
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16. Prakash, Ï compliment you on making such fine choice in choosing 
your partner. 

17. Iam pleased to learn that your daughter-in-law is not only sweet but 
highly educated too. ह 

18. Itis really remarkable that your would be son-in-law is a senior 
executive at such a young age. 

19. Iam sure that the harmony of your tastes will ensure a happy and 
peaceful domestic life for you. 


mA होने पर समाज में प्रतिष्ठा पाने के साथ नई ज़िम्मेदारी भी आ जाती है. इसका संक्षिप्त संकेत 
करना यहाँ पर अनुचित नहीं होगा. अधिकतर ये वाकय बड़ों की तरफ से छोटों के लिये लिखने उपयुक्त रहते हैं : 


20. I wish you all success and happiness on this important occasion where 
from you acquire not only a new status but added responsibility too. 


21. You are now commiting yourself to a great responsibility and I wish 
you success in seeing it through. 
पत्र मंगनो पर है, तो शादी की शुभ घड़ी कब है, इसकी पूछताछ की जा सकती है : 


22. Please let me know when the happy occasion of your marriage shall 
be celebrated. 


23. When is the ‘big event’ going to take place ? 
पत्र की समाप्ति समूचे वंवाहिक जीवन के लिये सुख और खुशी की शुभ-कामनाओं से करें : 


24. Please convey our best wishes to your son fora long and happy 
married life. 


' 25. Please give, with warm regards, our hearty congratulations to your 


daughter and son-in-law. 

26. Please convey my congratulations to your future husband. 

27. Once again I congratulate you and wish you a happy married life. 

28. Please let us know of your return to Delhi, so that we are able to 
congratulate you in person. 


29. Though I shall be missing your wedding,* but shall make it a point to 
compensate for it on my return to Delhi. 


»विवाह में शामिल न होने की लाचारी संबंधी वाक्य. 
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पुत्र-जन्म पर बधाई-पत्र 
(Congratulations on the Birth of a Child) 


मनुष्य के सांसारिक जीवन में संतान का सुख अपने-आप में बहुत सहरव रखता 
है. इस विशेष शुभ अवसर पर आप नये मेहमान के माता-पिता की अपार खुशी में बधाई- 
पत्र के ज़रिये शरीक हो सकते हैं. पह पत्र जैसे बालक के प्रत्यक्ष माता-पिता को लिखा 
जाता है वंसे कभी-कभी उनके युवा होने पर उनके माता-पिता को भी सिखा जाता है. 


men में शस समाचार पर खुशी व्यक्त करे : 


1. 
2. 
3- 


4. 
5. 


I was very happy to know that you are now the mother of a lovely 
little girl/boy. 

It was wonderful to know that you have now become the father of a 
ponny boy/girl. 

It was a matter of great pleasure to hear the good news, of the birth 
ofa child to you, from your parents/husband. 

The wonderful news thrills me. 

We are glad to hear of the wellbeing of 

Moe Our best wishes are with thant bothithe hexcborquand; the 


ge प्रकट करने के बाद शिशु के जन्म की हादिक बधाई दीजिए : 


6. 
T. 
8. 


9 
10. 


Please accept my heartiest congratulations. 

Congratulations to all three of you. 

Please accept my heartiest congratulations on this joyful occasion and 

for the addition to your family. 

To you I send my congratulations and blessings for the Baby*. 

m accept my hearty congratulations and all good wishes for the 
aby. 


इसके बाद बालक के बारे में दो मीठे शब्द लिखने से उसके माता-पिता को अत्यधिक आनंद हो सकता है: 


11. 
12. 
13. 


I can imagine how thrilled and happy you must be, as you have always 
wished for a baby girl. 
I am happy for Monica too, as she now has her much wanted little 


brother. 
The baby, I am sure, is a bundle of joy for both of you. 


*Baby का अर्थ qm या पुत्री, दोनों होता है, इसलिए पत्र में एक बार लड़का अथवा लड़की का स्पष्ट निर्देश 
करने के बाद Baby शब्द का प्रयोग चल सकता है. 
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14. The baby, I know, must be as pretty as its parents. 
15. This tiny ray will brighten up your life with happiness, I am sure. 


बालक के बारे में लिखने के पश्चात्‌ माता-पिता के सुख की कल्पना करते हुए उनके सोभाग्य में शरीक होना चाहिये : 


16. Keshav must be really proud to be a father. 

17. You must be feeling great at becoming a father/mother. 

18. Itis nice to know that your daughter-in-law and grand child are 
making good progress. 

19. Both mother and child are in good health, we hope. 

20. ‘Both of you must be feeling happy and proud at becoming the parents 
of a pretty baby. 


शिशु के जम्म से संबंधित कुछ अन्य बातों को पत्र में लिखने से आपका विशेष स्नेह प्रकट होता है : 
21. Please inform me when the christening ceremony will be held. 
22. Both of you being poets, [am sure your child will have a beautiful 


name. 
23. I hope you have consulted a good astrologer to cast the baby's 


horoscope. 
24. Remember to give tender and loving care to the child. 


अंत में बालक को शुभ-कामना और शुभाशीर्वाद दीजिये : 


25, We wish joy and happiness to both of you and your son together. 
26. We wish your new born grand child a long and happy lifen a 
27. I pray to God that your child is blessed with every happiness in the 


world. 
शभकामना के साथ यंदि आपने बालक को देखने फे लिये जाने का आश्वासन दिया तो पत्र का अंत 
faire रूप से स्नेहपूर्ण होगा: 
28. shall be visiting you when you return home from the maternity 


home. 4 
29. It will be a delight to meet you and your baby. 
30.. I shall make it a point to see you and the baby when I am in Delhi. 
31. I hope you return here early, so that I am able to see your pretty little 


one, 
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परीक्षा में सफलता-प्राप्ति पर बधाई का पत्र 


(Congratulations on Success in Examination) 


होती है. ऐसे अवसर पर आप उसकी gam और मेहनत को सराहने वाला पत्र 


लिखेंगे तो उसका उत्साह बढ़ेगा भौर थह अधिकाधिक यश अर्जन करने का यत्न करेगा. 


प्रारम्भ में समाचार मिलने पर खुशी जाहिर करें : 
1. It was wonderful to read in the papers that you have 
examinations With a First Class in English ions e XM 
2. It isa great pleasure for me to learn from today's paper that 
passed the Higher Secondary Examinations in tlie fest Avision ie 
3. Tam so happy to know that you have attained graduation with flying 
colours.* 


4. Weare so glad to hear the good news of your son passi i 
Secondary Examinations with such good marks. laa Sagas 
SE LS overjoyed to learn from your letter that you have qualified as a 
octor. 
6. My heart is filled with pleasure to learn that you are now a full- 
fledged engineer. 


gd के बाद मीठे शब्दों में बधाई दें : j 
7. My heartiest congratulations on your creditable success, 
8. Please give your son our love and congratulations on his remarkable 
success. : 


9. We have always watched your son's brilliant perfo i 
and knew that he would come out with flying Fi ga 
10. Your pliant success is an achievement, of which you can well be 
proud. 
11. You must be feeling justly proud of your son. 
12. It was.a splendid achievement and we are all proud of you. 


अब उसके उज्ज्वल भविष्य को कामना व्यक्त करें : 
13. Now, you will certainly be able to realise your ambition of becoming 
a professor. : 


*Flying colours का अर्थे होता है उत्तम यश, 
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14. 
15. 


16. 
17. 


Your splendid success now opens iti 
ET C p up wonderful opportunities for 
With your brilliant academic record it would not be difficult fo: 

to soon get a good job and share your father's responsibilities. ib 
I am sure you will prove a worthy addition to the medical profession. 
With your qualifications you can now join your fathers business and 
achieve still greater prosperity. . 


बधाई के साथ-साथ आगे उसका विचार क्या है, इसकी पूछताछ करने से पाठक को आपकी सतत भिन्नता 
का सुखद परिचय मिलता है : 


26. 


What are your future plans ? 

What line do you propose to take up now ? 

Are you now thinking of going abroad for higher studies ? 

Do you intend to continue your education or join your father’s 
business ? 

You must have started looking for a suitable job now. 

Do drop a line to let me know what you are going to do next. 

We are very keen to hear about your future. ` 

We have always watched the brilliant progress of your daughter with 
keen interest and are sure that she will be a success in whatever she 
chooses to do. : 

Your daughter is a bright and intelligent girl, and, I hope you will 


encourage her to continue education. 


सराहने योग्य अन्य थातों का भी यथा अवसर उल्लेख किया जा सकता है: 


27: 
28. 
29. 


30. 
31. 


I realise that your brilliant success has years of hard work behind it. 
You have maintained the splendid tradition of your family. 
Now that you have done so well in this examination, I suggest you to 


attempt for LA.S. ' 
It is all the more creditable that your splendid success was achieved 


inspite of your recent illness. 
That you did so well in the examinations, while holding a regular job, 


is really creditable. 


अंत में भविष्य में ऐसे ही यश अजेन करने की शुभकामना कीजिये* : 


35. 


My best wishes for future successes !' 


“I wish you all the best for future successes, too. 


Please give your son our blessings and good wishes for a bright 


future. | 
I hope you to win many more such distinctions in your academic 


career. 


"Pjural प्रयोग करने से अनेक बार यश-प्राप्ति की शुभकामना जाहिर होती है. 
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नौकरी मिलने पर बधाई 
(On Getting a Job) 
Amen नोकरी मिलना योग्य व्यक्ति के लिए भी कितना मुश्किल है, यह सब 
जानते हैं. इसलिए आम आवमी के लिए नोकरी की प्राप्ति सचमुच एक शुभ अबसर है. 
और ag व्यक्ति अगर आपका संबंधी या मित्र है तो अवश्य उसको बधाई-पत्र भेजिये. 


प्रारम्भ में समाचार पर खुशी जाहिर करें : 


i 
2: 
at 
4. 


This is to tell you how happy I am to hear about your appointment as 
a Project Engineer in such a well-known firm. 

I was immensely glad to know that you have secured this job as Sales 
Officer in a big company. 

I was very happy to learn from your letter about your appointment as 
an executive in this progressive concern. 

It was a wonderful relief to know that you have finally got a job. 


खुशी जाहिर करन क बाद बधाई CE 


pnp ® 


9 
10. 


The news that you have been appointed in a senior kr 
heart with great happiness. p senior position fills my 


My heartiest congratulations* on your getting such a fine job. 

um iie al your i my congratulations on his appointment, 
a ponaitis.. good wishes for success in your new carreer 
em puro ACC STs on your selection to this post inspite of 
ie d Rs felicitations on being given a responsible position at 


pa क्या एवं कैसा है, इसकी पूछताछ करना घनिष्ठता का द्योतक है : 


11, 
12; 
13. 
14. 


Does the job involve long hours ? 

Will the job mean hard work ? 

Iam interested in knowing the type of work that you will be doing 
Will you now be required to go on frequent tours ? à 


"Congratulations के साथ for लगाना एक आम गलती है. 
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What are the perquisitest that go with your new job ? 
How long will you be on probation} ? 

Do you find the work interesting ? 

How do you find the office atmosphere ? 

Is your boss a nice person ? 


अब भविष्य में उत्तरोत्तर प्रगति होती रहेगी ऐसी आशा व्यक्त करें : 


20. 


21, 
22. 


23. 
24. 


With your qualifications and capabilities it will not be long before 
you rise in this organisation. 

A very bright future now lies ahead of you. 

You are a very bright young man, and I am sure you will rise at a fast 
pace in your organisation. 

You may have to work hard, but you certainly will be rewarded for it. 

This is just a small beginning ; given your intelligence and industrious- 
ness, it will not be long before more rewarding positions are entrusted 


to you. 


प्राप्त पद के लिए उसकी योग्यता की सराहना करें : 


25. 
26. 


277. 
28. 


Industry in this country needs bright young executives like you. 

Now that your father has retired, your salary will be a great help to 
run the house and your brother's education. 

If there are any departmental examinations in your office, make sure 
to appear for them. 

As youare a hard working young man, Iam 

Manse will be more RE to your hose oa iim 


शुभकामनाओं के साथ पत्र समाप्त wi: 


29. 
30. 


3l. 


32. 
33. 


I wish you all success in your new job. 
Let me express the hope that your new appointment will pave the way 


to more rewarding positions. 
Our good wishes are with your son, who has made such a bright start 


in life. 

I wish you to create a favourable impression through your new job 

I wish you continuing prosperity in the career on which you are 
Jaunched. 


1तनख्वाह के अलावा मिलने वाले लाभः परीक्षण 
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पदोन्नति पर बधाई का पत्र 


(Congratulations on Promotion) 


नोकरी में तरबकी होना किसी भी व्यक्ति की योग्यता का परिचायक है. इसलिए, 
ऐसा योग्य व्यक्ति अगर आपका संबंधी अयवा मित्र है तो उसकी योग्यता की सराहना 


में आपको पत्र लिखना ही चाहिए. 


प्रारम्भ में समाचार पर हषं प्रकट करें : 

1. It was wonderful to receive the good news about your promotion as 
Marketing Manager. 

2. Iwas so happy to hear that you have now been promoted to the post 
of Zonal Manager. 

3. We were immensely pleased to learn from your letter about your recent 
promotion as Assistant Director. 

4. Jt was wonderful to hear that you have attained a high rank at such 
a young age. 

5. Iwas overjoyed to learn that you have been taken out of th ists’ 
pool and promoted as Private Secretary. SBE NES 

6. Thenews of your promotion has filled our hearts with immense pride 
and pleasure. 


खुशी जाहिर करने के बाद बधाई दें : 
7, My heartiest congratulations on this rapid rise to a higher post. 
8. My congratulations on this befitting recognition of your merits. 
9, Please accept my felicitations* on reaching the top of the ladder in 
your corporation. 
10. I heartily congratulate you on your promotion. 
उच्च पव के साथ बढ़नेवाली (जिम्मेदारी संभालने की उसकी योग्यता पर विश्वास प्रकट करें : 
11, This promotion does mean added responsibilities, but I ha 
about your capabilities to discharge them as efficiently as Do doubt 
12. Greater responsibilities of course mean more work, but I 
never shiedt from hard work. . : know you 


EA UNE cu 
अबधाई« 
†(काम से) मुंह मोड़ना. 


36 


13. As you have been given a decision-making position, your responsi- - 
bilities have increased much more ; but Iam sure of your capabilities 
to shoulder them. 

14. As this is a responsible post you may now have to work much ha 
than before, but I trust you will meet the challenge with skill d 


ability. 
निरंतर प्रगति होती रहने की भाशा प्रकट करें : 


15. Jam sure you will keep rising in your career. 

16. I wish many more feathers in your cap. 

17. Now that you have attained your first senior position, I hope your rise 
to be steady and continuous. 

18. I hope this promotion proves to be the first rung* of the ladder of your 
progress. 

19. Now that you have started your way up, I am sure you will not stop till 
you reach the top. 


पदोन्नति संबंधी अन्य अच्छी बातों का भी जिक्र करें : 
20. Your promotion proves once again that a good man always progresses. 
21. I may say that in promoting you to this key position your company 
has taken one of its wisest decisions. : 
22. The Government has given due recognition to your merit by promoting 
you over others. 


अंत में नयी जिम्मेवारी के प्रति शुभकामना वें : 
23. I wish you all the best in your new responsibilities 


24. Best of luck in your new responsibilities. 
25. My very best wishes to you for discharge of your new responsibilities. 


RR 
an की) di. 
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पुरस्कार मिलने पर बधाई 


(Congratulations on Winning a Prize) 


की विवेष योग्यता का प्रमाण है, और उसके लिए तथा उसके संबंधी व मित्र-जनों के 


लिए गौरव की बात है. ऐसे गौरब की प्राप्ति पर अवइय हषं व बधाई का पत्र भेजा जाय. 


प्रारम्भ सें शुभ समाचार पर असीम हषं प्रकट करें : 


1. 
2. 


The great news, that you have been placed in the merit list of the 
Higher Secondary Examination result, has made us very happy. 

The wonderful news that you have won the first prize in the open essay 
competition organised by the Indian Literary Academy, pleases us 
immensely. 

Tt was thrilling to hear that your University has named you Sportsm 
of the Year and awarded you a gold medal. D Domen 
I was very glad to hear that you have been awarded a merit scholar- 
ship for standing first in your subjéct in the B.A. Examination. 

My heart was filled with great happiness to learn that you have 
declared winner of the first prize in the All-India eir em 
Elocution Competition. 

I cannot tell how happy and proud I am on learning that 

one of the prize-winners in the International Childrens? Painting 
Competition. 


gi की अभिव्यक्ति के पश्चात्‌ भाव-भीनी बधाई दें : 


ds 
8. 


9. 


10. 
lie 


J congratulate you most sincerely on this splendid achievement. 

Give your very talented son my hearty congratulation: : 
for his remarkable achievement. A SE $ and blessings 
Please accept my hearty congratulations for creati A 
yourself. reating a name for 
My heartiest cougratulations on this scintillating* success 
J felicitate you most sincerely on achieving such great renown t 


gem के लिए उसकी असीम योग्यता का उल्लेख करें: 


12; 


Your brilliant career in school did deserve this wonderful appreciation 


*चमकता, देवीप्यमान. tafa. 
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13; 
14. 
15, 


16. 


I know that a brilliant boy like your son could not but top the list. 
You fully deserve this suitable recognition of your talents. 

This is another well-deserved addition to the prizes that you have 
already won in this particular field. 

With the long hours of practice that you put in, you richly deserved 
this reward. 


पुरस्कार मिलने के संभाव्य सुपरिणाम की चर्चा करें: 


17. 


18. 
19, 
20. 


Oly 
22 


Now that you have wona gold medal, you will certainly be consi- 
dered favourably for a merit scholarship for advanced studies in this 
subject. : 

Having won this well-known literary award, you are certainly on your 
way to becoming a writer of repute. 

Having won this high recognition you can now participate and make 
a name in national as well as International sports competitions. 

It is fortunate for you to have won this merit scholarship, as it will 
enable you to continue your higher studies without any financial 
worries. 

The prize money you have oR now will enable you to buy some 
important books required for higher studies. 

The due recognition of your debating skill will greatly help you in 
achieving renown as an accomplished public speaker in future. 


पुरस्कार का प्राप्ति से सबको खुशी की चर्चा करे : 


287 
24. 


25. 
26. 
27. 


Your parents must be feeling very proud of you. 
All your friends here take great pride in your distinguished achieve- 


ment. 
You must be feeling justly proud of your intelligent son. 


How I wish all of us were as talented as you.* 
We all appreciate your wonderful performance. 


पत्र के अंत में शुभकामना दें : 


32. 


I wish you many more of such successes. 

I wish many more feathers in your capt. 

Let me express the hope that your very talented daughter will achieve 
many more of such distinctions in her life, 

I hope that this recognition is one ofa long list of honours to be 


won. 
My best wishes for a distinguished and bright future. 


du ME enu 
#/““काश मैं तुम्हारे जैसा बुद्धिमान होता” ऐसा Heat सबसे बड़ा अभिनंदन होता है. 


tA feather in the cap” इस मुहावरे का अथे होता है यश संपादन करना. 
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“रोग से मुक्ति मिलने पर बधाई 


(Congratulations on Recovery from Illness) 


है. बहाँ “Get well soon" ऐसी शुभेच्छा प्रकट करने वाले छपे हुए कार्ड भी मिलते हैं. 
लेकिन ऐसे कार्ड में बह अपनापन नहीं शलक सकता जो आपके लिखे हुए पत्र में लकेगा. 


प्रारंभ में रोग से मुक्ति मिलने पर gu प्रकट करें : 


1, 


2. 
3 
4. 
5 
6. 


Iam delighted to learn that you have completely recovered from 
your long and serious illness and were discharged from the hospital 
yesterday. 

It is a great relief to hear that youare now back home from the 
hospital. ; 

It is wonderful to know that you have at last recovered from your 
long illness and have started moving around the house, 

I am very happy to hear that your son has recovered from his serious 
illness and can now move about. 

The news of your recovery from your long and serious illness has 
filled my heart with immense relief. i 

My happiness knew no bounds when I got the great news that you 
have at last been cured: 


फिर स्वस्य होने की बधाई दें : 


ik 


12. 


I congratulate you on being cured of your serious illness. 

Your recovery from such a dangerous disease really diserves congra- 
tulations. 

Please accept my congratulations on your ultimate recovery after such 
a long period of illness. 

Hearty congratulations on being cured of such a dangerous ailment. 
We congratulate you most sincerely on your dear daughter’s recovery 
from such a dangerous ailment. 

My congratulations for at last getting well. 


amg के बाद पूर्ण स्वास्थ्य-लाभ की कामना करें : 


13, Iam sure you will be all right within a few days. 
14. Ido hope you will be up on your feet soon. 
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15. 
16. 


17. 
18. 


I expect you will soon regain your robust health. 

I hope it will not be long before you are in completely good condition 
of health. - 
Now you will very soon regain your previous health. 

I am confident that you will now get well fast. 


पूर्ण स्वास्थ्य-लाभ के लिए आप कोई सुझाव दें तो उससे आपका विशेष स्नेह व्यक्त होगा : 


19. 
20. 


21. 
22. 
23. 
24. 
25% 


26. 
27. 


Why not come here for rest when you are well enough to travel ? 

I feel you should now go to some hill station for convalescence,* as a 
cool climate will greatly help you to regain your health. 

Please take care of your diet for a few days. 

Please be sure to take some good tonic. 

Take good rest for at least a month. 

Don't strain yourself so long as you don't feel strong enough. 

Your illness must have brought a lot of tense moments to your parents. 
Thank God their worries are over. 

Iàm sending you some short-story books to help you pass time 
during your convalescence. 

Listening to music on your tape recorder would provide good relaxation 
and entertainment during convalescence. 


अंत में संपूर्ण स्वास्थ्य के लिए शुभकामना दें : 


"düafR पुनः स्वास्थ्य प्राप्त करने की क्रिया. 


You better call somebody to give you company. 

My best wishes for a full and speedy recovery. 

Wishing you the best of health in the future. 

I hope you recover fast and regain your lost health. 

My best wishes for a quick and perfect recovery are with you. 
I pray for your recovery to normal health, 
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धन्यवाद के पत्र 
(LETTERS OF THANKS) 
धन्यवाद का पत्र सुसंस्कृत व्यक्ति के उदात्त व्यक्तित्व का परिचायक है. किसी भी उपकार के fn ag 


छोटा हो या बड़ा--अयवा छोटा-मोटा तोहफा मिलने पर धन्यवाद का पत्र लिखना किसी भी व्यक्ति को कृतशता का 
योतक है. यह उपकारकर्ता. फे साथ आपके स्नेह-बंघन सुदृढ़ करता है. 


धन्यवाद का पत्र चाहे छोटा ही हो, परंतु उसमें लिखने वाले को कृतज्ञता अवश्य दृष्टिगत होनी चाहिए. . 


घन्यवाद करने फे प्रमुख अवसर इस प्रकार हैं-- 


1 
2 
3. 
4 
5 


. विवाह पर उपहार (Wedding Gifts) 6. किसी के मेहमान रहने पर (Staying as a Guest) 
, बालक को उपहार (Gift for Baby) 7. आर्थिक सहायता (Financial Help) 
जन्म-दिवस की शुभकामना (Birthday Greetings) 8. उपकार (Favour) 
, त्योहार की शुभकामना (Festival Greetings) 9. सूचना की प्राप्ति (Receiving Information) 
. संवेदना एवं सहानुभूति (Condolences and 
Sympathies) 
पत्र का ढाचा 
, धन्यवाद से प्रारंभ 3. प्रत्युपकार की आशा 
, उपकार और उससे होने वाले लाभ का उल्लेख 4. अंत में फिर धन्यवाद 


शादी की बधाई पर धन्यवाद (संपूर्ण नमूना) 


(Thanks for Congratulations on Marriage) 
My dear... 

Thank you so much for your congratulations on my 
marriage. My wife and I very much appreciate your good 
wishes for our future. 

We owe you special thanks for giving full expression to 
our aspirations. With your blessings and good wishes we hope 
to goalong way together in achieving these. 

It is indeed very fine of you to say such nice things 
about Leela. She feels flattered. She is by all means a wonder- 
ful wife, and I believe I am a very lucky person. 

Thank you once again for your good wishes. Leela joins 
me in hoping thatyou come to visit us soon and accept our 
hospitality. 

With affection and regards from both of us. 

Sincerely yours, 
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शादी की बधाई पर धन्यवाद 
(Thanks for Congratulations on Marriage) 


green में बधाई-पत्र पर धन्यवाद i: 


It was very nice to receive your letter and your congratulations on my 


marriage. . 
It is a great pleasure to feceive your letter/telegram congratulating us 


on our marriage. 
Many thanks for your sweet letter of congratulations on my marriage. 


I thank you very much for your greetings and congratulations on our 


marriage. 
We are not only happy but also thankful for your good wishes and 


regards. 


fuer के लिए शुसकामनाओं को सहषं स्वीकार करें : 


6. 
7. 
8. 
9 


10 


Both, Sheela and I very much appreciate your í fi 
future. कं your good wishes for our 
I am sure your good wishes will bring us all happiness. 

Your blessings will certainly help us make our married life ha 

With your good wishes and blessings we look forward to ERE 
pou. and peaceful years together, ny pros- 
Your blessings, we are sure, will show 

married tife. us the way to along and happy 


जीवन-साथी की प्रशंसा पर धन्यवाद d: 


11, 


12. 


13, 


14. 


It was wonderful of you to say all those sweet thi 

am really lucky to have such a fine husband. ings abou ya al 
t is so nice of you to say all those wonderful thi b 

He has indeed made me very happy. IPERS 


It xe yery fine of you to say all the nice things about Renu. She is 
id am y a very sweet girl and I consider myself lucky to have her as 
Jt made me very happy to read all ice thi 

Sonali. She is E wonderful: No a AR e a 


अंत में किर से धन्यवाद दें: 


15. 


16. 
17. 
18. 
19. 


I am proud to know that you hold such i ini : ५ 
n of n s M are NN Ud aN UM 
e appreciate your good words about us. j fi 
Taani yoi once again for your good TRR VERGIL M DUE 
e both hope you will call on us soon and acce itali 
Ravi joins me in thanking you for your good Seas Woe 
to accept our hospitality. j ae 
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शादी के उपहार पर धन्यवाद 
(Thanks for Wedding Presents) 


धन्यवाव के शब्दों से आरंभ करें : 

Thank you so much for your wonderful wedding gift. 

We are grateful to you for the very nice present that you sent us on 
the occasion of our wedding. 

It was a great pleasure for me to receive your beautiful wedding gift. 
It was more than kind of you to send such a lovely wedding gift. 

It is so sweet of you to have selected such a wonderful gift for our 
marriage. 

Weare thankful to you for presenting us with sucha lovely gift on 
our marriage. 


CD) RE 


धन्यवाद के पश्चात्‌ उपहार के बारे में (लिखना --विशेषत: आपके जीवन से संबंधित उसकी उपयोगिता 
के विषय में-अथवा उसकी सुंदरता का बर्णन करना पाठक के लिए सुखद होता है. ये वाक्य 
उपहार फे अनुरूप होने चाहिये : 
7. The glasses you have presented us are really wonderful. 
8, The lovely alarm clock, I hope, will teach me to be punctual. 
9, The decorative mirror you sent us was exactly what we needed for our 


drawing-room. 

10, The beautiful crockery you have sent us has indeed become a decora- 
tion piece for my kitchen. 

11. The attractive painting you sent us already adorns our drawing-room. 

12. Your lovely gift will not only remind us of you as often as we use it 
but is also a valuable addition to our household. 


फिर से maana दें : 
13. Thank you once again for the lovely present. 
14. Once again We thank you very much. 
15, We convey our thanks once again. 
16. Many many thanks again. 
agi पत्र पूरा हो सकता है, अथवा cate छोटा सा A वाक्य जोड़ कर पत्र समाप्त किया 
जा सकता है. उदाहरण के fed: 
17. -Please visit us soon and also see how well your painting looks in our 


drawing-room. S 
18. We look forward to seeing you next month. 
E J do hope you will be able to visit us soon and see how well your sari 


looks on me. : 


wish to have you WI hus very soon. — . 
2 us are sure you will not turn down our invitation. 


45 


बालक को प्राप्त उपहार पर धन्यवाद 
(Thanks for Birthday Gifts) 


से 


धन्यवाद का पत्र भेजा जाता है, उसका ढांचा साधारणतया शादी के उपहार पर जाने 
बाले धन्यवाद जेसा ही होता है. 


wa के आरंभ में वे ही वाकय प्रयोग हो सकते हैं. केवल wedding की birth- 

for our ७४४७५/०॥॥० जैसा स्पष्टीकरण करना पर्याप्त होगा : जगह birth-day लिखकर 
Thank you so much for yont wondertul birthday present 

I am so grateful to you for the very nice present : 

occasion of my birthday. , ^ you have sent on the 

It wasa great pleasure for me to recei ; i 

present. 8 3 j ive your beautiful birthday 

It was more than kind of you to send such a lovely b; ; 

I thank you for your lovely birthday present. ely birthday gift. 

Please accept my thanks for the wonderful surprise, 


इस पत्र में भो उपहार की उपयोगिता अथवा सुंदरता के बारे में उसके स्वरू 
उचित होगा. उदाहरण के लिए : प के अनुसार कुछ लिखना 


Awe ७ Ne 


7. The sweater you made for our baby looks beautiful on h 

8. The blanket you sent for the baby is reall tas 

3 feels very wel in it. T Y soft and warm and he 

I ur baby looks so sweet in the beautiful little dre f 

10. Little Lalita simply adores the cute little doll, Aul ime co her. 
she would have told you of being the best Auntie in the world ENS 

11. You have definitely made a perfect choice of the toys, as they ‘are t 
only playthings but also good exercise for our child. x 


12. We appreciat i i j 
a E i youe choice for clothings for our baby. They look 


पुनः sam ENS tms प्रयोग हो सकते हैं जो शादी के उपहार पर लिखे जाने वाले 


13. Thank you once again for the lov 1 

14. Once again we thank you very aie anas 
15. We convey our thanks once again. 

16. Many many thanks again, 


पत्र € अंत में बालक का जिक्र करना उचित होगा : 


d Do vait us soon and see the baby. 
8: Ido hope you will be able to call on us 
19, We hope you will come and see the baby jer ed QS baby, 
the maternity home. atl am back from 
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जन्म-दिवस की शुभकामना पर धन्यवाद 
(Thanks for Birthday Greetings) 


जन्म-विषस की शुभकामनाएं आजकल छपे हुए कार्ड हारा भेजने का रियाज चल 
पड़ा है. ऐसे wre के लिए घन्यबाव का उ्तर छोटा ही होता है. उसमें दो ही भाग होते 
हैं १. शुभकामना मिलने पर हषं, और २. शुभकामनाओं के लिए धन्यवाद. 


शुभकामता मिलने पर हषं : 
1. [ono tell you how flattered Ifeelthat you remember my birth- 
ay. 


2. It was a real pleasure to receive this morning your charming note of 
birthday greetings. 

3. Iam very happy to receive your blessings on my birthday today. 

4. Iam overjoyed to know that you remember my birthday even after so 
many years. 

5), l was such a pleasant surprise to receive your greetings on my birth- 

ay. 

6. Iam very happy to know of the kind sentiments you have e 
on the occasion of my birthday. x Te 

7. By remembering me on my birthday you have reminded me once 
again of our long and friendly association. 


शुभकामनाओं के लिए धम्यबाद . 
8. Thank you so much for your good wishes. 

I am indeed grateful for your blessings and good wishes. 

10. Iam deeply touched by your kind remembrance. 

The letter of your good wishes warms my heart and I am extremely 


grateful to you for this. — 
12. Ithank you for your greetings and blessings which I need, not only 


now, but for all such occasions to come. 
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त्योहार की शुभकामना पर धन्यवाद 
(Thanks for Festival/New Year Greetings) 


नतन वषं, दिवाली अथवा क्रिसमस Ae मंगल अवसरों पर शुभकामना प्रकट करने 
बाले छपे हुए कार्ड हर आदमी के पास आते रहते हैं. प्रत्युत्तर में भी ऐसे कार्ड भेजने का 
रिवाज है. लेकिन कभी-कभी प्रत्युत्तर का HTS समय पर न जा सका हो तो शुभकामनाओं 
का घन्यवाद करने के लिए छोटा-सा पत्र लिखना शिष्टता का योतक है. ऐसे पत्र में तीन भाग 
होते हैं --१. शुभेच्छा मिलने पर हषं, २. शुभेच्छा के लिए धन्यवाद, और ३. प्रति-शुभेच्छा. 


शुभेच्छा सिलने पर हषं को अभिव्यक्ति करें : 


1. 


It is a real pleasure to receive your warm greetings for Diwali. 


2. Iwas very happy to receive your New Year Greetings. 

3. Your new year greetings will surely lead me to a prosperous year 
I believe. 

4. Your greetings for Diwali have added to our happiness and gaiety. 

5. Wishing you all the same we thank you for your greetings for the New 
Year. 

शुभेच्छा का धन्यवाद करें : 

6. Iam grateful for your good wishes. 

1. Thank you so much for your good wishes. 

8. Iam thankful for your good wishes and greetings, 


9. Please accept our thanks for your good wishes. 
10. We take pleasure in thanking you for your greetings, 


प्रति-शुभेच्छा व्यक्त करें : 
11. I too wish you a very happy and prosperous New Year. 
12. I wish you a merry Christmas/happy Diwali. 
13. I send you my sincere greetings of the season. 
14. Please accept, in return, my sincere greetings. 
15. Wish you all the same. 
16. And here is wishing you too a happy and Prosperous new year. 
17. Tay God also give you and your family the best of everything in 
ife, 
18. I pray for the happiness and wellbeing of you and your family in the 


coming year. 
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सूचना भेजने के लिए धन्यवाद 
(Thanks for Information Received) 


आधुनिक gm में आम आदमी को अपने कामकाज के लिए उपयुक्त जानकारी 

प्राप्त करने हेतु भिन्न-भिन्न व्यक्तियों, अधिकारियों तथा कार्यालयों को पत्र लिखकर 
पूछताछ करने का अवसर हमेशा आता रहता है, ऐसी जानकारी मिलने पर इसे भेजने 
वाले को धन्यवाद देने के लिए छोटा-सा पत्र लिखना शिष्टता का द्योतक होगा. 


प्रारंभ में सूचना-प्राप्ति का उल्लेख करें : 


l. 


This is just to inform that I have received the information you so kindly 
sent in response to my request. 


2. I have received the form you sent in reply to my inquiry and thank 
you for it. 
3. Thank you so much for your informative reply to my letter. 
4. The circular you sent in response to my letter is certainly very infor- 
mative and J thank you for it. 
5. The literature that you so kindly sent, tells me all that I wanted to 
know, and I am thankful to you for Hu i 
6. I thank you for your prompt and informative reply to my enquiry. 
7. Iam thankful to you for answering my queries so promptly. 
सूचना की उपयुक्तता के बारे में लिखें : 
8. Onthe basis of your information I can now write to the concerned 
authorities. À 
9. The form you sent me will help me to lay my claim before the 
concerned authorities. 
10. Thanks for your information ; I shall now be able to contact the 
concerned officer and expedite the matter. 
11, The proforma’ is certainly extensive and meets my requirements fully. 
12. The information you have supplied will enable me to expedite this 
matter in the proper way. 
अंत में फिर से धन्यवाद दें : 
13. Thank you again for your help. 
14. JI thank you once again for your kindness. 
15. Many thanks again for the information. 
16. Please accept my thanks once again for your prompt and informative 
response. 
17. Tam obliged and thank you for your favour. 


"ag शब्द वास्तव Ñ adjective है, भौर उसका अर्थ है “रिवाज़ अथवा पद्धति के अनुसार”. लेकिन परिपत्र 
अथवा फॉर्म के अर्थ में यह संज्ञा के रूप में भी प्रयोग होता है. 
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संवेदना की अभिव्यक्ति पर धन्यवाद 


(Thanks for Condolence) 


यह पत्र दुःख की परिस्थिति में लिखा जाता है, इसलिए wg छोटा और सादा 
होता है. कभो-कभी यह शोकप्रस्त व्यक्ति को तरफ से पशिबार का दूसरा कोई व्यक्ति 
लिखता है. 

इस पत्र में संवेदना पर धन्यवाद के साथ-साथ पत्र लेखक ने दुःख के अवसर परे 
यदि कोई सहायता को हो अथवा सहायता का सुझाव रखा हो तो उसका सघन्यवाद 
जिक्र किया जाता है. 


पत्र का प्रारंभ इस तरह करें : 

I shall always remember with gratitude the solace your letter has 
_ provided me at this tragic event in my life. 

Thank you for your kind note of sympathy, and your offer for help. 


Mother has asked me to convey that she very much appreciates the 
letter of sympathy you sent. 


2 
3 
4. Icannot express how much your letter has comforted me in my grief. 
bj 
6 
7 


= 


Your kind and sympathetic letter touched me more than I can say. 


Your letter of sympathy on this sad occasion has given me great 
strength and boosted my morale. 


Your letter of sympathy is sure to give me strength in this hour of 
trial. 


8. I find it, difficult to assess the measure of solace, your letter gave me 
when I was feeling completely lost. 


9. Your letter in my grief was and stillisa great source of strength at 
this critical time. 
स्नेह पर कृतशता जाहिर करें : : 
10. Noone but you, who knew my sister so intimately, would have written 
such a touching letter. 
11, No one knows better than you what Meena meant to me. 


12. E paderstanding with which you have shared my grief has touched 
y heart. 
13. 


How can I express to you m i f i in thi 
ple p you my gratitude for standing by me in this 


14. You were a pillar of strength for me in my hour of trial. 
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15, 


I was feeling very desperate indeed, but your lett i 
grief has helped me a lot to pull myself but of it. of Sympathy in my 


सहायता,भयषा सहायता के प्रस्ताव पर धम्यवाव दें : 


16, 
17, 
18, 
19. 


20. 
21, 
22. 


29: 
24. 


. Iam extremely thankful for the generosity you have expressed at this 


25 


I thank you from the core of my heart for your kind 
Mohan during his long illness. d 22583 i to 
I am deeply touched by your offer of help, but I regret there is nothing 


any one can do to help us right now. 

It was very kind of you to make such a generous offer ft i 

and I appreciate it more than I can say. et uae 
I really do not know whatI would have done without hi 
critical occasion. CL 220 
You have indeed been a great help in my hour of distress. 

But for you I would not have been able to bear this shock. 

It was kind of you to have come out with an offer of hel 

positively intimate you as and when it is needed. PE 
I really appreciate your good gesture of help which is most needed at 
this crucial juncture. : 

Had it not been for your help, I would have lost my confidence 


completely. 


crucial moment. 
Í 


पत्र का अंत कुछ इस तरह करें : 


Only time can help us get over this terrible shock. 
You have really been very kind to us. 


Thank you for everything. 
Please excuse me for such an inadequate letter of thanks. 
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किसी के साथ मेहमान बनकर रहने पर उसके आतिथ्य का धन्यवाद 
(Thanks for Hospitality during Stay as a Guest) 


. प्रारंभ में बीते समय पर aria को अभिव्यक्ति करें : 


That vacation with you was a treat long to be remembered 
This is just to tell you how much I enjoyed the week-end with you 
It was terribly stuffy in Delhi today after the ; 
MCI TEE y pleasant coolness at your 
What a wonderful time I had in your company. 
AII good things end too soon, and the derfi i : 

' was no exception. rege Rairvacationg with you 
How I wish this vacatio fi 
Horry l ion spent at your wonderful place had gone on 
I am back home, but wish I were still with you. 
T emor i i in f 
: uo us ory of the good times spent with you shall remain fresh for 
How can I ever forget the lovely times I had in 

X : your company. 

I wish I had the time and opportunity to prolong my Pelo you 
5 Shall remember every bit of the fun we had while I was staying with 
Iam not likely to forget the courtesie 
hospitable wife for a long long time. Mere) nad EE 


13. The change I had from this busy and hectic life has done me wonders 


न COEM C NE EB a’ 


e 
= 


D 


आतिथ्य के घुखद स्मरण के बारे में उल्लेख फरें : 


14. Everything at your place was just about perfect. 
15. I enjoyed immensely—the weath 

company. ®t the scenery and above all your 
16. Those treks* in the woods with you are unfo 

i rget 

17. The rest I enjoyed at your place has done tee ae of** 
18. Iam sure there could not be a better wa 
19. It was a hectic but happy time with you 


\ Wo good. 
y of enjoying a holiday. 
*पेदल सैर 


**अत्यधिक 
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Helping you building of that shed at the b 
ack 
I shall always remember that trip to the old e m ids 
I enjoyed every bit of the time spent with you. 
Oh, bathing in that river was so much ofa fun that I shall alw. 
ays 


remember. 
I am missing those long rides in the woods and mist. 


Kindly remembe t 
Kindiy r me to your Aunt who was such a dear and excellent 


निमंत्रण के लिए धन्यवाद करें : 


26. 
27, 


I hope you and your charming and very hospi ife 
much I appreciate your kindness to me. Sets 
I very much appreciate the hospitality with which everybody in your 


family treated me. 
I consider myself fortunate in having such a hospitable friend 


Thank you so much for everything you provided me. 
There is certainly no other house to which T go with so much pleasure 


and leave with so much regret. 
Thanks a lot for giving me a wonderful week-end. 

Iam most grateful for everything which you and A 
making my stay enjoyable. 7 your wife did in 
I am most grateful to all of you for treating me as one of the famil 
The memory of this week-end spent at your farm shall linger in xe 


mind for ever. 


पत्र का अंत इस तरह हो सकता है : 


35. 


36. 


37. 


38. 


I do hope you will give me an opportunity to retu uns 
at least to some extent. rn your hospitality 


I hope such happy times come again soon, 
I do hope my stay with you did not cause your family any inconve: 


nience. 
Looking forward an opportunity to return your hospitality in my own 


humble way. 
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मित्र से आथिक सहायता प्राप्त करने पर धन्यवाद 
(Thanks for Financial Help Received from a Friend) 


प्रारंभ में सहायता-प्राप्ति का सधन्यवाद उल्लेख करें: 


1, Today's post brought your cheque for a thousand rupees, and I reall 
do not know how to thank your for this timely help, y 

2. Your money-order for Rs. 200/- reached me this afternoon, and I am 
indeed grateful for this valuable assistance. : 

3. Iam really grateful to you for responding so promptly to my request 
for assistance and sending the Demand Draft for Rs. 5000/-. onn 

4. I knew my request for financial help would never be turned down by 
you. I am grateful to you for your generosity and promptly sending the 
cash. 

5. It is with gratitude and a sense of relief that I thank you for your ch 

which I received today. 3 Faye 

It was really kind of you to have come to my help at a time when I had: 

none else to look to for financial help. 

I ge not really know, how I can ever repay you for your timely financial 

help. 

With your timely financial help you have not only done me a favour but 

also given me the much needed moral support. 


अब राशि के उपयोग के बारे में लिखें हरएक का अपना-अपमा उपयोग होगा, उदाहरण के लिये ; 
9. I really do not know how I could have tidied over my present difficulties 
but for your kind assistance. 
10. This sum will help me pay off some pressing debts and ei 
mental relief. p Bive me great 
11. Your loan will help me make some urgent inevestment in 
and thus give it the much needed support. 
12. With this money I will be able to provide the ad ; 
ment to my wife/son/father. adequate medical treat- 


13. Ishall now be able to get my wife i : 
hospital for proper UA T fu RE admitted in a good 

14, This amount will help me pay for my 
otherwise would not have been possible. 

15, Now it will be possible for me to 
need for my profession. 


9० n A 


my business 


son’s college education, which 


buy some important equipment that I 
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16. It'sa great relief to be in a position to at least Square up my credits with 


the money you so kindly sent. 


17. With this cash in hand I, now, do not have to worry about any delays in 


the completion of my house/project. 
war को वापसी फे बारे में आश्वासन देना न सूले : 
18. I shall be able to return this: amount within the next four months, 


19. I expect to start repayment of this amount next month and complete jt 


in six months’ time. 


20. You will receive the entire amount back on the first of the next month 
21. Rest assured I shall try to repay this loan as early as I can, and definitely 


within a year. 
22. Ishall make it a point to repay your loan at my earliest. 


23. Iam starting repayment of your loan next month and intend to repay it 


fully in six equal monthly instalments. 


24. Although I wish to repay this loan at the earliest possible, I do hope you 


will bear with me till my financial condition improves a little, 


25. I promise entire repayment of the amount as early as possible and 


positively ina month's time. 


26. Ihave full hopes of repaying the entire loan by the end of the next 


month. 


27. I hope you will be generous enough to give two to three months more 


the repayment of your loan. 


अन्त में फिर से धन्यवाद दें: 


28. Let me repeat that I am fortunate to have a generous friend like you, 
29. Let me again express my gratitude for what you have done for me. 
30. I wish to thank you again for your help, which I shall never forget. 
31, Please accept my thanks again for your very timely help, 


32. Although I shall repay the money, I shall never be able to repay your 


kindness.* 


33. The money sent by you shall be returned as soon as I get my payments 


from the parties. 
34. Once again I thank you for being so considerate and helpful. 
35. Tam indebted to you for your generosity in giving me this loan. 


*जिस धन्यवाद में कृतज्ञता की अभिव्यक्ति होती है वह सहायता-कार्य के लिये सबसे अधिक सुखद होती है. 
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उपकार के लिए धन्यवाद 
(Thanks for Favour Received) 


मित्रों अथवा समाज के अन्य व्यक्तियों की ओर से किए गए छोटे-बड़े उपकारों 

के लिए धन्यवाद करने का अवसर हर किसी के जीवन में. आता है. ये उपकार भिन्न- 
भिन्न प्रकार के हो सकते हैं, लेकिन उपकार बड़ा हो या छोटा, उसके लिए उपकारकर्त्ता 
के प्रति कृतज्ञता प्रकट करने के लिए छोटा-सा पत्र लिख देने से भो स्नेहभाव बढ़ता है. 


प्रारंभ में उपकार का सधन्यवाद उल्लेख करे : 


il 


225 


3 
4. 


Un 


8. 


This i ell you how grateful I am for the very 
D iO Te his E visit p: Hoey: 
ess my gratitude to you for allowin 
oe dane her recent visit there. 
I was very happy to learn that you came to the railway 
receive my wife on her arrival there. ; A 
I learn that you spent a lot of time showing my family the sights of 
Bombay and I am grateful for this courtesy. 
This is just a line to thank you for the certificate 
to help my son in the forthcoming interview. 
I wish you to know that I very much appreciate your kindness in speak- 
ing to the General Manager about a promotion for me. e 
It was entirely due to your efforts that my son could get admission to 
such a well-known school, and I very sincerely thank you for all you 
did. 
I wish to thank you for all you help to me in procuring the license. 


y kind treatment you 
8 my daughter to stay at 


Station/airport to 


you have sent in order 


उपकार से होने बाले लाभ का वर्णन उपकारकर्सा के लिए सुखद होगा: 


Oh 


10. 
11, 
९.12 


Though it is not enough, I express my gratitude for your courtesy and 
hospitality. E 


Because of your kindness my daughter has found a home away from 
home. 


My son will never feel lonely there, as he can always visit and enjoy your 
hospitality. 


Your letter of recomm 


endation has made a lot of difference in the consi- 
deration of my claim. . . 
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13. 


14. 
15. 
16. 
17. 


Your letters of introduction opened many an important opportunities for 
me. ‘ 
Your guarantee enabled me to secure a big contract. 
Without your help, I probably would never have got this job. 

It is entirely with your help that I have been able to get my case settled. 
But for your advise, I could never have imagined to effectively pursue 
my appeal. 


प्रति-उपकार का अवसर पाने की आज्ञा व्यक्त करें : 


18. 


19. 
20, 
2l. 


22, 
225 
24. 
25. 


Ihope that you will give me an early opportunity to repay your 


kindness, 
I very much hope to be able to do something for you in return. 


I await the opportunity to return this act of kindness on your part. 

Let me hope that there is an opportunity forme soon to show my 
apreciation for your kind gesture. 

Please do not hesitate to let me know if I can be of any use to you. 
Please feel free to say if I can do anything for you. 

I now look forward to be able to serve and repay your kindness. 

I wish to be able to return this kind and generous gesture. 


अन्त में फिर से धन्यवाद दें : 


26. 
D 
28. 
29, 
30. 
3l. 
32. 


Please let me thank you again for your kindness. 

I again express my appreciation for all the trouble you took for my sake. 
Thank you again for this very kind favour. 

Once more I thank you for everything that you did for me. 

Finally, my thanks again for going out of your way to do me this favour. 
] repeatedly thank you for the favour you have granted me. 

Please accept my thanks again for all the help you have given me. 
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1 
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निमंत्रण के पत्र 
(LETTERS OF INVITATION) 


आम आदमी जिन खुशियों के, मंगल अथवा अन्य अवसरों पर अपने मित्र और नातेदारों को निमंत्रण 
भेजता है वे नानाविध हो सकते हैं. उनमें से मुख्य निम्नलिखित हैं : 


१. 
२. बालक का जन्म-दिवस. 

३. कोई धामिक समारोह (कीर्तन, पाठ आदि). 
Y, 

५, छुट्टियां साथ बिताने के लिए. 

&. 


शादी. 


व्यवसाय का शुभारंभ. 


गृह-प्रवेश, 


. साधारणतया जिन अवसरों पर--विशेष रूप से शादी, व्यवसाय का शुभारंभ आदि--बहुत से निमंत्रण 
भेजने होते हैं, उनके लिए छपे हुए कार्ड भेजने का चलन है, फिर भी जब समारोह छोटा हो, आमंत्रितों की dear सीमित 
रखनी हो, तथा शावी जैसे अवसरों पर भी जब कुछ खास मित्रों ओर संबंधियों को विशेष स्नेहपूर्ण निमंत्रण भेजने 
हों तो हस्तलिखित पत्र भेजे जाते हैं. इसलिए ऐसे पत्रों के लिए उपयुक्त वाक्यों के कुछ नमूने आगे दिये गए ü 

साथ-साथ इसी प्रसंग में निमंत्रण स्वीकार अयवा अस्वीकार करने पर केसे प्रत्युत्तर लिखा जाता है-- यह 
स्पष्ट करने के लिए भी उपयुक्त वाक्यों के नमूने अलग से दिये गए हैं. 

उपस्थिति की सूचना कभी अलग पत्र द्वारा दो जाती है, तो कभी बधाई के पत्र में ही उसका निर्देश करने 
बाले वाक्यों का समावेश होता है. 

उपस्थिति की सूचना या उसका पत्र में उल्लेख छोटा होता है, क्योंकि, मिलने पर विस्तार में बाते होने 
की संभावना होती है. परन्तु अनुपस्थिति पत्र क्षमा-याचना का पत्र होने के कारण थोड़ा लम्बा हो सकता है. 
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विवाह का निमंत्रण 
(Wedding Invitation) 


My dear, 
I am very happy to inform that the date and place of my 
wedding are now decided. 


The ceremony will take place on December 4 at 6 o’clock 
in the evening at the Arya Samaj Mandir, on the same road 
as our house. 

My father, of course, has sent out invitation cards to 
everybody, but still I must write specially to a close friend like 
you. 

I have invited all my friends, and I certainly want you 


also to be present. In fact I shall consider my wedding 
celebrations incomplete unless you are there by my side. 


We have arranged a reception party immediately after the 
wedding ceremony and, of course, you have to stay for this also. 


Pm counting on your presence. So please don't dis- 
appoint me. You know how much it will mean to me to have 
you with me on this happy occasion. 


Very Sincerely Yours, 
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विवाह का निमंत्रण 
(Wedding Invitation) 


प्रारम्भ में शुभ समारोह का दिन, जगह आदि का विवरण दें: 


|. This is to inform you that the date for my marriage has been decided. 

I am happy to inform you that the date and place of my wedding 

ceremony have been finally decided. ¢ 

3. The marriage-party will start from our home on May 5 in the evening 
at Six. 

4. The ceremony will be performed on the 15th of May at 10 o'clock in the 
morning at Mangal Karyalaya, Main Road. j 


> 


अब व्यक्तिगत निमंत्रण वें : 
5. Of course, printed invitations have been sent out, but I must write 
personally to a close friend like you. 
6. You will surely receive a printed invitation card, but that is not enough 
for a close friend like you. 
7. Jam inviting all my friends, and you are the most important among 
8 


them. 
I don't have to tell you that without your presence the weeding celebra- 


tions would be incomplete. 
Of course, you have also to stay on for the reception party. 
This invitation is also for the reception that will follow the wedding 


ceremony. 


= 
S 


अंत में आने का आग्रह पुनः करें : 
11.1 shall not accept any excuses for not coming. 
12, I’m counting much on your coming—so don't disappoint me. 
13. I don't have to tell you how disappointed I shall feel if you don't come. 
14, Let me remind that, you have to be there—I'm not going to accept a 


‘negative answer’. 
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बालक के जन्मदिन की पार्टी पर न्योता 


(Invitation for Child's Birthday Party) 


प्रारम्भ में हषं के साथ सूचना दें : 


1. 
2; 


Sh 


9 a A 


I am happy to convey that my son Sunil will be completing four years 
next Monday. 

SS eet Ana lite oning iato the fih 
dr his free binkday next Thursday. that our son Amar will be celebrat- 
denen विज ait feats AER I OE 
next month. ; / 

S pu Toth E del little Sonu will be stepping into her 
wer dayafartomorow, P s Yit i eur ten Tilok wil be 
So tis of our son Ashok Ue niu ee 


Weare pleased to inform that our youngest i - 
completing four on the 20th of this FE Wiig fshálisibe 


समारोह पर पधारने का निमंत्रण दें: 


jg 
10. 
11, 


12; 


On this happy occasion may I invite you to a small party ? 


On this joyous occasion we hosti f few fri 
Moe no are hosting a party for a few friends and I 


We propose to invite a few friends to i 
ce 
you, of course, are one of them. lebrate this happy event, and 


You are very cordially invited i 
on this happy Os bo rane, at wesare hosting 


We solicit your presence on this gay and happy occasion 
We invite you and all the children to join us on this occasion 


*Three years old का संक्षिप्त रूप. 


साथ-साथ समारोह का विवरण वें : 
15. The party shall be organised at our residence, next Thursday, at 6 in the 


evening. 
16. Weare holding the part 

Meee even g the party at our place on December 23 at seven o’clock 
17. The party is at the Blue Room, Sweet Resta 

time 5-30 in the evening of next Friday, "tlic bod pes Roadand qhe 
18. The party is to be held at 5 O’clock, the 24th of June on the lawns of 


the Community Centre. 


निमंत्रण की स्वीकृति की आशा प्रकट करें : 


19. Ido hope you will come. 
20. May we hope that you will spare the time to attend ? 
2]. Please do not disappoint us. 
22. Please make sure to be our guest. 
23. Iam very much counting on your presence. 
5 ot have to tell you tha is fi i i ; ME 
24 RULES y t this function will be incomplete without 
25. I repeat, you must come. 3 
26. d Gd much looking forward to your being with us on this 
2T. Please remember to grace this occasion. 
28. We expect you to come definitely and bless our son. 


29. Weare sure you will come. 
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5 धाभिक अवसर पर निमंत्रण 


(Invitation on a Religious Function) 


po धामिक अवसरों पर छपे हुए निमंत्रण भेजने का रिवाज तो है ही फिर 
भी कुछ खास मित्रों तथा संबंधियों को हाथ का लिखा पत्र भेजना स्नेह का सुचक है. 


प्रारम्भ में अवसर का नाम, कारण, जगह, समय आवि का विवरण दें: 


ilz 


शुभ अवसर पर पधारने का निमंत्रण दे: 


8. 
9i 
10. 


We are happy to inform you that we are performing Satya Naryan 
Puja on the auspicious occasion of our son getting well from a serious 
illness. It will be performed this Sunday morning at our residence. 
We are pleased to let you know that we are holding a Gita-Path on 
the auspicious occasion of Janmashtami. It will continue throughout 
the day at our residence. 

I am happy to say that I have organised a religious discourse by Swami 
Anand on the occasion of his visit to our city. The discourse has 
been arranged at the Gita Mandir, Krishna Chandra Marg on 
December 2 at 6 in the evening. 

Iam happy to say that the threading* ceremony of my son will be 
performed on the occasion of his completing five years of age. The 
function will take place at the Dharma Sabha Hall next Monday 
morning. 

It is a pleasure for us to inform you that we are holding “Akhand 
Path” for three days beginning next Friday. The Path will be held 
in the courtyard of our house. 

I am pleased to inform you of the Navratra celebration 

our residence on the dày of Ram Navmi. to be held at 
It is our pleasure to inform you that the Mundan ceremo 

Mukesh will be performed on the occassion of his Ud PAD 
which is on the 6th of this month. y 


/ 


J invite you cordially to attend the ceremony and bless our son. 
You are very cordially invited to come for Puja and “Prasad”. 
I do hope you can make it convenient to attend. 


~ 


अयज्ञोपबीत (जनेऊ) 


May we expect your company at a time of this religious occasion ? 1 


11. 

12. We shall be delighted to have you with us on this auspicious day. 

13. Your gracious presence on this auspicious occasion is sincerely solicited 

14. I don’t have to tell you that such an important occasion cannot be 
complete without your presence. " 

15, It is needless to say that this inivitation is also to al 

| family? all members of your 

16. Please come with your family. 

17. This invitation extends to your wife too. 

18. Iam sure you will grace the occasion your presence. 

19. We have all hopes that you will oblige us with yo 
happy occasion. g your presence on the 

20. This ivitation, with due respects, extends to your parents too. 

कोई अन्य dag बातें लिखनी हों तो : 

21. J know you are a very busy person, so I won't detain you for long.* 

22. I know you have recently been ill, but hope you are now wel 
if not more to come for a short while. WERE 

23, I trust you can arrange your tour in such a way so as to be able to be 
with us on this auspicious accasion. 

24. Irealise this is very short notice, but hope you will manage all the 
same. 

25. Though you will be busy with your job on this day, I still insist on you 
to come for short while. 

26. Ihave high hopes that inspite of your busy schedule you will make it 


a point to attend this function. 


पत्र का अंत कुछ इस तरह हो सकता है: 


27. 
28. 


29. 


30. 
31. 


32. 


#आमंत्रित 


Please drop a line in reply, and 1 hope it is in the affirmative. 
So do not disappoint me. lam looking forward to seeing ‘all of you 


on theo ccasion. ; 
We would be very happy if it is possible for you to accept our invita- 


tion. 
your presence, and hope you will not disappoint me. 


I’m counting on : 
I hopefully look forward to seeing you and all the family members 


on this occasion. 


] have taken your presence on this function for granted. 


व्यक्ति के बहुत व्यस्त होने का जिक्र करता उसके प्रति सम्मान की निशानी है. 
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व्यवसाय प्रारंभ करने पर 
(On Inauguration of Business) 


प्रारम्भ में खुशी के साथ अवसर की जानकारी d: 


1. 


8. 


I am very happy to inform you that Iam opening a medical store on 
the first of the next month, and Shri............ , Minister of Health, has 
very kindly consented to preside over the inauguration ceremony.* 
It gives me great pleasure to let you know that Iam opening a clinic 
next Monday, and Shri............... , Minister of Health, will grace the 
occasion with his presence. 
You will be happy to learn that I am starting publication of a travel 
magazine. The inaugural issue will be released by Shri......... » Minister 
of Tourism. 
You will be interested to know that 1 have decided to enter the com- 
mission agency business and am going to open a small office from the 
Ist of nent mont fo this purpose. ; 
Iam pleased to inform you that Iam setting up asa Engi i 
Consultancy firm and opening a small office न कर 
Fi glad to let you know that I have b inted 
am glad to le ave been appointed a retai 
Fine Cloth Mills, Bombay and will be E a depot of Rr EU 
month. The opening ceremony of the depot will be performed by 
goes पक Be Commerce. ee RS 
am happy to inform you that Iam opening a dry cleanin i 
provision store/newspaper and booksitallon the 156 0011 day DR 
n TUER M ur MOS will P. the opening ceremony. i 
me to inform you of the i i 
Branch office at Sadar Bazar. ^ gor E बल 


इस शुभ अवसर पर उपस्थिति की प्रार्थना करें : 


Yoi a cordially invited to the ceremony. 

ay I request you to grace this happy occasion with your 

I would be very happy if you could come for the MS Sein 
Your gracious attendance at this function is very cordially solicit ae 
I solicit your presence at this happy event. ee 


*ug compound sentence अगर लम्बा लगता हो तो बीच का and निकाल कर वहाँ fullstop लगाने से दो 
छोटे स्वयंपूर्ण वाक्य बनाये जा सकते हैं. इस विभाग के और वाक्यों के साथ भी ऐसा किया जा सकता है. 
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I do hope you will attend th i 
oo pe y e opening ceremony and bless the under- 
Your presence and blessin i ici i 
n pes gs on this auspicious occasion would make me 

ou are most welcome to attend the function and gi 

I l ive i 

Your presence on this happy occasion and good vee e e 
prosperity of दर कल would give me great encouragement S 
We keenly look forward to your presence and expect your blessin 
We are sure you will grace the occasion with your being presence = 
I have high hopes that you will be present on this auspicious occasion 


to give us your blessings. 


समारोह के स्थान, समय आदि का विवरण दें: 


The establishment is at No. 6, Nehru Nagar, and the opening ceremony 


21. 
will be performed on December 16 at 10 o'clock in t : 
22. The shop is located at No. 2, Pragati Marg, and CN functi 
has been organised here on Durgashtami Day at six in the eveni ction 
23. I have selected the accommodation for the clinic at Dhavantari MS ; 
Ground Floor, Main Road, and the opening will take place at 9 ad 
ji in the momme of Jannat 26. o'clock 
. To start wi shall begin my practice at my resi 
Northern Extension, and the opening elena: wate eru ant 16, 
"S gn 6 in the evening: pee Money, ed here 
: e shop/depot will be opened at Industry House, G : 
Street on Vijaya Dashmi Day at 9 in the morning bn A Textile 
7 ठ Commerce., Shri... e: 4 Ssioner 
, Our new office shall be located at No. 24, Mall Road ; . 
will be done by the.........Chairman, National Cie oL Cut E 
» on the e of Aunn at 10 Me : merce, 
. Our new shop will be inaugurate the President... ह 
Association, at 219, Main Market oh the pr m aM 
पत्र की समाप्ति इस तरह की जा सकती है : .M. 
28. Ido hope it will be possible for you to accept this invitati 
29, Tm counting on your presence at this hapo event. LO 
30. Please be sure to come. 
31. Iconsider your presence necessary, so please do not disappoi 
32, Ido not have to tell you how ha i i ppoimtime ue 
occasion. A ppy I will be with your presence on this 
33. Of course, this invitation includes all your famil 
you all will come. y members, and I hope 
34, This invitation A Rr to your wife. 
35. Lam very much looking orward to seeing yo ; 
important occasion. 8 you on this happy and 
36. Your presence is a must, so no excuses, please. 
37. Please drop a line to reply and confirm. 
38. Please make sure to be present on this auspicious occasion. 
39. Ido not hope to be disappointed. 


प्रतीक्षा विशेष की नहीं जाती. 


aay निमंत्रण-पत्र में प्रत्युत्त र की प्र 
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छुट्टियाँ साथ बिताने के लिए निमंत्रण ` 


( Invitation to Spend Vacations ) 


प्रारंभ में छुट्टियाँ आरंभ होने पर प्रसन्नता करें : 


It is not wonderful that the Summer vacations have at last started and 

we are free from studies. 

lam so happy that the Puja holidays are now about to start. 

Jt was very nice to know that you have applied for a month's leave to go 

on a holiday. : 

The thought that the Diwali holidays are now so near makes me really 
lad. È 

i am so happy that our winter vocation is only a few days away. 

It is such a relief that our vacations start from next week. 

It is such a pleasure to know that at last you have been granted a 


month’s leave. 


अब छुट्टियों में पाठक के कार्यक्रम के संबंध में पूछताछ करें : 


What are your plans for the vacations ? 
How do you propose to spend your holidays ? 
Are you planning to go somes or the vacations ? 
Iam very much interested to know how you are going to 
vacations ? going to spend your 
Baye you denda hasy and where to spend your leave ? 
ase let me know of your programme for the ds 
may arrahge acordingly. vacations, so that I 


पाठक फो आने का निमंत्रण दें : 


14. 
15. 
16. 
17. 


18. 


19. 
20. 


It wouldbe just wonderful if you could s ; ; 

You are very much A to spend n Holida. Hee pun me here. 
May I invite you to stay with us during the holidays ith us, 

I would be immensely happy if you could come d 

leisurely days bs Own to spend a few 
It would be great fun if 1 

vacations. i could have your company here during the 
We shall be delighted to have your company during the 


I invite you to give us company to Simla during the «he holidays. 


tions. 


साथ रहने पर क्या कार्यक्रम हो सकता है, उसकी रूपरेखा दें : 


2 


As you know, we have a number of tourist s 


we could go on trips there. pots in the vicinity, and 
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22. 
23. 


24. 


25. 
26. 


27. 
28. 


| 29. 
4 30. 


31. 


अंत में प्रतीक्षा के वाक्य लिखें : 


37. 
38. 
39. 


40. 


You will enjoy the weather here and feel refreshed. 
As we have a lot of greenery all around it remains pleasantly cool even 


during summers here. 
Even if we don’t do a 


together. 1 
We could go swimming and boating and even surfing. 


Mangoes and many other fruits are plentiful this season, and we could 


have a nice time feasting on them. 
We have a busy cultural season in the winter here, and I know you 


would love the programmes. 
If you just want to “set away from it all,” you could not choose a 


batter place than our village. 

We could, for a change, 8o out for tripping too. 

The serene atmosphere of this place would help you relax from the 
everyday tensions of the city life. 


nything special, we could have a wonderful time 


अपने कुटंबियों की तरफ से भी निमंत्रण दें: 


Papa and Mummy know you as a close friend of mine, and they would 
be happy to have you with us. 

My parents also invite you to come here for the vacations. 

My wife would be delighted to have you as a house-guest. 

Although my parents do not know you, they join me in extending you 
a very cordial invitation. 

J assure you that you will not be putting anybody in my family to any 
inconvenience by coming here. Rather, everybody in my household 
would be happy at your visit. 

We shall be too pleased to have you as our guest. 


Do drop a line in reply—and be sure to say ‘yes’. 


So when can I expect you ? 

Reply immediately and inform me about the date and time of your 
arrival. 

Please don’t disappoint us. We are al 
soon. 

I am eagerly waiting to hear from you—and please don't say ‘no’. 

We would be immensely pleased if it is possible for you to accept our 
invitation. 
Don't hesita 
Please feel free t 
We eagerly awai 


| looking forward to seeing you 


te at all —just pack your suitcase and come down. 


o drop in any time. 
t your arrival. 
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गृह-प्रवेश 


( House-Warming ) 


साधारणतया इस अवसर पर छपे हुए काड भेजे जाते हैं फिर भी किसी को खास 
पत्र लिखना हो तो अभी तक लिखे गये निमंत्रण पत्रों में जो भिन्न-भिन्न वाक्य दिये हैं 
उनमें से अनुकूल वाक्ष्यों को चुनकर आप अपना पत्र बना सकते हैं. 

ऐसे पत्र में नए मकान अथवा जगह के बारे में थोड़ा-सा विवरण जोड़ना उचित 
होगा. 


मकान के बारे में इस प्रकार को जानकारी दी जा सकती है: 


This is a small place but self-contai 


Fortunately, our new house has a nice front view and you will enjoy it. 


Luckily enough we have a park right in front of our new house. 

We have not only a lawn in front but also a small kitchen garden at 
the back. 

This is a good locality and our new neighbours are nice people. 

This is a spacious flat and we get a nice view from our gallery. 


ned, and situated in a central 
location. 


Our new house is in a quiet area and we h 


We have-made friends with the other flat- 
lot of company. 


Our new house is small but very well planned. 
It is very convenient that the market is also nearby. 


ave a lot of trees around. 
owners, and now we have a 
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निमंत्रण की स्वीकृति का पत्र 


( Acceptance of Invitation ) 


वाली मेंट पर तो होंगी हो. ऐसे पत्र भं साधारणतया पत्र मिलने का जिक्र, निमंत्रण के 
लिए आमार, स्वीकृति का संदेश व छोटा-सा अन्तिम वाक्य ही होता है. 


पहले पत्र मिलने का हवाला वें : 

I have received your letter of invitation, 

Your letter of invitation has reached me, 

I have just been conveyed your invitation. 

Thank you so much for your letter of invitation. 

I thank you for your courteous invitation. 

I am pleased to receive such a warm invitation from you. 
It is a matter of great pleasure to get your invitation. 


AE NTT 


निमंत्रण को सहषं स्वीकार करें : 
8. Of course, I shall come. 
9. How can I miss the engagement/wedding of such a dear friend ? 
10. I shall be delighted to attend the auspicious ceremony. 
11. It would be a pleasure for me to be present on this happy occasion. 
12. accept your invitation and once again convey my thanks. 
13. Iam grateful to you for remembering me on this happy occasion and 
happily accept your kind invitation. 
14. Ishall make it a point not to miss such an auspicious occasion. 
15. It shall be my pleasure to be present on this occasion. 


अंत में भेंट का अवसर भिलने € लिए प्रसन्नता ध्यक्त करें : 


16. More when we meet. | ; 
17. Looking forward to being with you...... 
18. Loking forward to seeing you in the near future...... 


19. Happily expecting to meet you soon...... 


जैसा कि हम पहले बता चुके हैं कि उपस्थिति की सूचना कभी इस तरह अलग पत्र में दी जाती है, तो कभो बधाई 


के पत्र में ही उसका निर्देश करने वाले ऐसे ही amt का समावेश होता है: 
20. J anxiously await this meeting With you and other members of your 


family. 


21. Iam eager to attend this function. 
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निमंत्रण अस्वीकृत करने पर खेद 


(Regrets at Having to Decline Invitation) 


क्योंकि आगे की भेंट में विस्तार से बातें होने को संभावना है, लेकिन अनुपस्थिति का 


पन्न क्षमा याचना का पत्र होने फे कारण थोड़ा लंबा होता है. 


प्रारंभ में निमंत्रण के लिए धन्यवाद d: 


1. 
22, 


Ow? uouwsu 


I have received your invitation and thank you for it. 

Itake this opportunity to acknowledge with many thanks receipt of 
your invitation. 

Thank you so much for the invitation. 

I am indeed grateful to you for inviting me on this occasion, 
Many thanks for remembering me on this happy occasion. 
It was a great pleasure to receive your kind invitation. . 

It was an honour to receive your courteous invitation. 
Thank you so much for including me among your invitee 

I feel important on being invited to this occasion. 

It is so nice of you to have invited me to the party. 


इसके बाद अस्वीकृति पर खेद प्रकट करें : 


11. 
12. 


13. 


14. 
15. 


16. 


17. 
18. 


I would have tried to attend the happy event, but... 
It would have been a pleasure for me to be present on this happy 
occsion, but... 
We would certainly have been pleased to attend the en 

t a 
ceremony/wedding, but... i Mig oe 
We would ae certainly attended the happy event, but. 
I am extremely sorry to say that 1 would not be able i 
joyful function, as... rr 
I regret to say that I am not ina position to accept your kind invitation 
because... 
Unfortunately I have to decline your invitation, because... 


Of course, I would have loved to come, but... 


ऊपर निमंत्रण के उत्तर में अनुपस्थिति के लिये खेद जाहिर करने वाले जो वाकयांद्र दिये गए हैं उनके 
साथ अनुपस्थिति का श्रपना कारण जोड़कर आप वाक्य पूरा कर सकते हैं, dü— 


19; 


— —-—but unfortunately I am down with fever. 


i 
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———but unfortunately I have been recently ill and the doctor has 
advised complete rest for a few days. 

— — — but our son is ill for the last few days, and there is nobody to 
look after him in our absence. 

— —-—but we are expecting guests during those days, and we would 
not be able to leave them unattended. 

——— but after my recent accident I feel too weak to move out. 
——-—-as I would be away on tour on that day. 

—— —-but I shall be busy with my cousin's marriage. 

ना ——as I cannot leave station for the next few days dueto some 


pressing personal problems. 
— — as I have already accepted and consented to a similar invitation 


from another friend for the same day. 
—--—because my business appointments will keep me very busy 


during this period. à 
———as right now our company is very busy in finalizing the accounts 


for the year. 


शुभ अवसर पर शुभकामना प्रकट करें : 


30. 
31. 


32. 


337 
34. 


अंत में अनुपस्पिति के लिए क्षसा-प्रार्थना करें : 


39, 


40. 


All the same my best wishes are with you on this happy occasion. 

I wish you all success. 

However, I send my good wishes on this auspicious occasion. 

All the same I congratulate you most heartily on this joyous event of 
your life. 

My inability to attend the function does not, howeVer, prevent me from 


wishing you all happiness and prosperity in the year to come. 
Please accept, however, my best wishes on this auspicious occasion. 


May God bless you. 


My good wishes are always with you. 
I, however, convey my blessings and warm regards. 


Ido hope you will accept my apologies for not being able to accept 


your very kind invitation. 
Once again I apologize for my inability to accept your invitation and 


be present on the happy occasion. 
May I apologize once again ano pope that you will excuse me. 
Once again I ask for your forgiveness to decline your gracious 


invitation. : i + 
I request you again not to mind my absence, which is purely due to 


unavoidable circumstances. 
Once again I beg to be excused. 

Will you please excuse me this time ? 

I sincerely regret the disappointment caused. 
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संवेदना के पत्र 
(LETTERS OF CONDOLENCE ) 


संवेदना का पत्र किसी को उसके माता-पिता, पति-पत्नी, भाई-बहन, पुत्र-पुत्री. या किसी अन्य निकट संबंधी 
की मृत्यु पर लिखा जाता है. 


ऐसा पत्र दुःखद समाचार मिलने पर तुरंत भेजा जाता है. 

यह पत्र छोटा होना चाहिए, कारण--पाठक दुःखी होने के कारण लंबा पत्र पढ़ने को मनोदशा में नहों 
होता. s 

साथ-साथ पत्र में आपके मन के सच्चे भाव प्रकट होने चाहियें. उस व्यक्ति के .संपर्क में आने पर उसके 
किन-किन सद्गुणों से आप प्रभावित हुए उनका जिक्र अवश्य करना चाहिए. 

संवेदना के साथ यदि दुःखी व्यक्ति को किसी सहायता की आवश्यकता हो, तथा उसको पूर्ण करने की 
क्षमता आप रखते हैं तो उसका प्रस्ताव रखना न भूलें. यदि पाठक प्रस्ताव स्वीकार न करे, तो भी आपकी हमदर्दो 
से आप वोनों के बीच का स्नेह-बंघन दृढ़ होगा. 

कभी-कभी व्यवसायिक क्षेत्र में किसी को मृत्यु पर भी संवेदना का पत्र लिखना पड़ता है. यह IA मृत 
व्यक्ति के कार्यालय के किसी अत्य अधिकारी को लिखा जाता है. कभी शृत व्यक्ति पत्र-लेखक का सर्वथा 


अपरिचित होता है, अर्यात्‌ अपरिचित व्यक्ति की मृत्यु पर दुःख न होना स्वाभाविक है, इसलिए ऐसे पत्र में संवेदना 
का अंदर थोड़ा कम होता है, और मृत व्यक्ति के व्यवसायिक गुणों पर विशेष बल दिया जाता है. कभी यह 


पत्र लेखक अपने पूरे कार्यालय को ओर से भी भेजता है. 
संवेवना-पत्र का ढांचा फुछ इस प्रकार का होता है-- 
१. प्रारम्भ में समाचार पर qu की अभिव्यक्ति, 
२. मृत व्यक्ति के गुणों का स्मरण अथवा उसको श्रद्धांजलि, 
३. सहायता करने की कामना अथवा प्रस्ताव. 
४. अंत में फिर से संवेदना. 


TS 


परिवार में मृत्यु पर संवेदना का पत्र (संपूर्ण नमूना) 
(Letter of Condolence on Death in Family) 


Seema and I were shocked to hear the sad news. 
As you know, we had the deepest love for little Lalita, 
who had always treated us with great affection and respect. 


I know how little words written on paper mean at such 
atime. But I must at least tell you that you are in our thoughts 
and in our hearts. We, well understand your grief. 


I also realise that at times like this there is probably 
little that we can do to be helpful. Still, if there is anything at 
al that we can do for you, please do not hesitate to let us 

now. 


Meanwhile we send you our most sincere sympathies and 
pray to the Almighty to give you strength to bear this loss. 


Sincerely yours, 


व्यवसायिक क्षेत्र में मृत्यु पर संवेदना का पत्र 


(Letters of Condolence on Death in Business Circle) 


प्रारंभ में समाचार पर खेद प्रकट HT : 
1. It was with dep regret that we learned about the passing away of 
Shri Manohar Lal, your esteemed partner. i 
2. We very much regret the sad demise of Shri Prem Chand, your 


capable Managing Director. 
3. Iwas very much grieved to learn of the sad news about Shri Prakash 


Chandra. 
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4. Ihave been so saddened at the distressing news in today’s pa 
the sudden expiry of your Chairman. MPR about 
5. Lam deeply shocked to hear of the sudden demise of Shri ———. 
6. Weare grieved to learn of the untimely death of your M i 
Partner and consider it a personal loss. p जल 
मृत ष्यक्ति के गुणों का उल्लेख करें : 
7. He will always be remembered by his friends and business colleagues 
asa remarkably capable executive and a very kind person. 
8. The fine progress that the firm made under-his guidance is a tribute to 
his tremendous abilities. 
9. he built up such a big enterprise from scratch speaks of his great 
talents. 
10. He was not only an industrial leader but a thorough gentleman as well. 
11. Jt was by his ceaseless efforts that your firm grew to its present propor- ` 
tions. 
12. In the field of industry he will always be remembered as a courageous 
pioneer, whose footsteps one should follow. 
13. He was the moving spirit behind your business and I hope your future 
progress will be planned in the directions he had indicated. 
14. He was a father like figure to your organisation and the fountain-head 
of all progressive ideas. 
15. His memory will be cherished by all his business colleagues. 
16. Whoever came into contact with him was impressed by his sagacity and 
business acumen. 
17. He has left his imprint for ever on your organisation and the entire 
business world. 
18. He was a source of strength and inspiration not only to your 
organisation but to the entire business community. 
19, It is difficult to forget his services to our business community and 


' deviate from the path he showed us. 


अंत में फिर से संवेदना प्रकट करें : 


20. 
21. 
22. 
23, 
24. 


With sincerest sympathies...... 
I send my sympathies to you and all your colleagues. 


May your firm continue to prosper even after him. 


May his soul rest in peace. l 
All my colleagues join me in sending their sympathies to you on this 


great loss to your business house. 
17 


1. Weare shocked to hear of the sorrow that has come upon you. 
2. Ihave been deeply grieved to learn about the tragedy in your family. 
3. The tragic news completely stunned me. 
4. I cannot tell you how grief-stricken I am to learn about your brother. 
5. Ihave learnt the sorrowful news with a deep sense of shock. 
6. I have just heard the sad news and do not know how to console you. 
7. ` T cannot tell you how distressed I am to hear of this great loss. 
8. It was a great shock to hear about your father. 
9. We are all so saddened to read the news of your father's expiry. 
10. The heart breaking news came as a stunning shock. 
li. "There are no words to express our grief at the tragic news. 
12. Ican hardly believe the news of the tragedy that has befallen you. 
13. The tragic news has left me numb with sorrow. 
14. My heart is in deep sorrow and grief tó learn of the sad news. 
qw व्यक्ति की अच्छाइयों के बारे में लिखें; 
15. Although your beloved father was of ripe age J could i 
his end was so near, pe ag never think that 
16. I simply cannot imagine the grief of your dear mother. 
17. I shall always remember the kindness wit i 
whenever I called at your home. h which he treated me 
18. ta never forget that your beloved mother treated me like her own 
19. She was one of the finest old ladies 1 knew and respected, 
20. She will be greatly missed by everyone who knew her, 


21, 
22, 


~ oN 
परिवार में मृत्यु पर संवेदना का पत्र 
(Letters of Condolence on Death in Family) 
पत्र के आरंभ में किस की मृत्यु पर पत्र लिखा जा रहा है इसका स्पष्ट निर्वेश करने 
की आवश्यकता नहीं होती--यह उचित भी नहीं होता. कारण, Fat पाठक के सन में उस 
अवसर की दु:ख स्मृति अभी ताजा है, उसको इसकी याद दिलाने की आवश्यकता नहीं. 


I know how deeply attached you were to Rajan, 
brother he had been to you. 


Your sister was such a dear, sweet girl. 
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and how wonderful a 


23. 
24, 


25. 
26. 


De Hue child vas aay of sunshine in your life. 

e void that thesad passing away of your dear husb if 
created in your life can never be filled. i ped ghia ee 
He was my closest friend and the finest man I knew. 

She was a darling and much more than a friend to me. 


'ग्रथासंभव सहायता का प्रस्ताव करें (यह प्रस्ताव पारिवारिक पत्र में होगा अथवा मित्र के बारे 
में--व्यवसायिक क्षेत्र में नहीं) : 


27. 
28. 


29. 
30. 


31. 
32. 
33. 
34, 
35; 
36. 


If there is any way in which I could help you on this sad occasion, 
please let me know without hesitation. 
If I can help you in any manner in your bereavement, you just have 


to mention it. 

Please let me know if I can be of any help to you on this sad occasion. 
I consider it is my moral duty to be of any help to you at this critical 
moment. 

We could gladly look after the children. It would do you good to 
have some rest and relax your already tense mind. 

I shall be along to see you soon. It shall bea pleasure for me to 
shoulder your burden: 

If you feel like coming down to your place fora few days’ rest, you are 
most welcome. 

I would very much like you to come down here, asa change would 


greatly help you. 
May I offer you any financial help that you may need on this sad 


occasion ? 
I shall feel contented if you let me take care of your financial problems 


for the time being. 


पत्र के अंत में फिर से संवेदना की अभिव्यक्ति करें : 


With deepest sympathies. 

May God give you the strength to bear this loss. 

Time alone can heal your wounds. re 

With sincere sympathies to you and your amily... | 

I pray to God to comfort your aching heart in this hour of trial. 

I send you all my love and sympathy. ^ , 

I hope time will soften the blow and leave only cherished memories. 
We hope time will soon heal your sorrow. 

Leela joins me in sending affection and sympathy. ; í 
You must try to be brave and confident for the sake of your children. 


I send you a heart full of sympathy and understanding. 

I would like you to know that you have my deepest sympathy in your 
bereavement. ; 

Please count us among those who share your grief. 
My thoughts are with you in your sorrow. 

I feel deeply for you in. your sorrow. 
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सहानुभूति के पत्र 
(LETTERS OF SYMPATHY ) 


सहानुभूति के पत्र जिन प्रमुख अनिष्ठकारी अवसरों पर लिखे जाते हैं, वे हैं--१. आधिक नुक्सान, 


२. परीक्षा में असफलता, ३. बुघंटना, ओर ४. बीमारी. 
सहानुभूति के पत्र में भावना का सार संवेदना के पत्र से कुछ कम होना स्वाभाविक है, क्योंकि माल का 
eee जान के नुक्सान को अपेक्षा कम महस्व रखता है. फिर भी ऐसे पत्र में पाठक को आपको wedi हमदर्द का 
परिचय सिलना चाहिए. 
सहानुभूति के पत्र के प्रमुख भाग इस प्रकार होते É— 
. आरंभ में समाचार पर खेव. 
; ज्यादा नुक्सान न होने अथवा जान बचने पर खुश. 
, पाठक का दोष न होने का तथा भविष्य में पत्र का विश्वास. 


. सहायता का प्रस्ताव. 


t 

२ 

३ 

४. उपचार के बारे में पूछताछ, 

ry 

&. अंत में फिर aad और शुभेच्छा, 
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परीक्षा में असफलता पर सहानुभूति का पत्र 


(Sympathy on Failure in Examinations) 


I was very much disappointed to learn from your letter 
about your not being successful in your B. A. examinations. 


Of course, you have all my sympathies, but T feel, you do 
not have to be unduly distressed at the result. Your recent 
long illness must have left you too little time, to cover the full 
syllabus, and your delicate health must also have proved a 


drawback. 

In fact, many boys in your situation, would not have 
appeared for the examinations at all. 

Your record throughout your college career has other- 
wise been good. So, Iam confident that next time you will 
have no difficulty in passing the examinations, and getting your 
degree. . 


- My best wishes are with you. 


Sincerely yours, 
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प्रारंभ में समाचार पर खेद व्यक्त करें : 


परीक्षा में असफलता पर सहानुभूति का पत्र 


(Sympathy on Failure in Examinations) 


have not been successful in the 


-{. Iam disappointed to learn that you 
degree examinations. 

2 l was distressed to learn, about your failure in the recent examina- 
ions. 

3. Iwas so sorry to learn, about your not passing your examinations. 

4, Iam extremely disappointed with your unsuccessful performance in 
your B. À. examinations. 

अब सांत्वना वें : 

5, However, I can quite understand the circumstances under which you 
must have had little time for studies after your job. 

6. But your heavy responsibilities at home, must have given you little 
time to study. 

7. lam quite sure that you would have passed, had you enough time to 
prepare for the examinations. 

8. I very well understand your reasons for this unwanted failure. . 

9. [have firm faith that you would have got through your studies not 


been interrupted. 


अंत में, भविष्य में सफलता की कामना फरे : 


10. 
11. 
12. 
13 


15. 


14. 


[ have no doubt, you will pass next time. 
Once you are in good health, you will pass easily. 

For a boy of your talent, this degree is certainly not oU 
You will be successful next time, I am sure. 

With enough time for preparation, ] am confident, 
exams this time. 
Lam sure of your $ 


t of reach. 


you will clear your 


uccess this time. 
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हानि पर सहानुभूति का पत्र 


(Sympathy on Loss/Damage) 


प्रारंभ में समाचार पर खेद व्यक्त करें : 


1. 


mE ey i St cp 


Iam extremely sorry to hear of the fire that damaged a part of your 
house last week. 
It is very distressing for meto learn of the theft in your house last 
Monday and the loss of valuables stolen. 
I was terribly upset to know yesterday that you have suffered a loss in 
a business deal this month. 
I felt very bad on learning from your letter that recently some mis- 
creants damaged your car extensively while attempting to take it away. 
It is shocking to learn that your car has been stolen. 
I am distressed to hear that the recent flood in your city, c 
of damage to your house. y, caused a lot 
I was grief-stricken to learn that you lost many of yo ; 
during the recent flood. y oF your belongings, 
It was shocking to know of the loss due to theft in 
week. 

| fthel 4 
I am sorry to learn o oss you have recently suffered in business. 


your hous ast 


अब ज्यादा नुक्सान न होने पर खुशो जाहिर करें : 


15. 


At the same time, I was relieve to know that all of you are safe 


he damage was of a minor nature. 
were not in the house. 


lam relieved, however, to 
flourishing firm cannot bear, 


It was a relief to know that much da 


See that the loss is not such as your 


Mage is not done. 


पाठक का दोष न होने का विश्वास प्रकट करें : 


16. 
17. 
18. 


I am, of course sure, that You are not at fault 
You could not have possibly avoided the (i 
Naturally, this must have ha ze is : 

your part. PPened inspite of adequate precautions on 
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19. 


20. 
21. 


22. 


कोई अन्य संबद्ध बात लिखनी हो तो: 


DS. 
24. 
25 
26. 
27. 


28. 
29: 


30. 


सहायता का प्रस्ताव रखें: 


31. 


39) 
33) 


34, 
35. 


You could, possibly, not have foreseen such an unexpected downward 


trend in business. 


You could not have helped it. 
Iam quite confident that you are not responsible for whatever 


happened. 
You must, of course, have done your best to minimise the loss 


I have confidence that your business acumen* will help you make up 


this loss very soon. 
I do hope, you have contacted the insurance people immediately 


Have the insurance people assessed the extent of loss/damage ? 
The government will certainly do something to help you and others 


affected by this natural calamity. 
As your son is an engineer, the repairs of the house can be done 


speedily and at a moderate cost. 
Did you report the loss to the police immediately ? 
Your business colleagues will surely rally round you, in your hour of 


distress. 
Your loss will be shared by others too, I am sure. 


May I offer you, any financial assistance to help you tide over your 
difficulties ? ; 
you in any way on this occasion. 


I would be happy to help 
If there is anything I can do for you on this occasi 
hesitate to let me know. ccasion, pledseldoinot 


Would you like to come 


good shape again ? 
eed financial help for fresh investment, I would be 


In case, you now n 
all too pleased to help you, to the best of my ability. 


down and stay with us, till your house is in 


अंत में फिर संवेदना व्यक्त करें : 


36, 
37. 
38. 
39. 
40. 


*चातुर्य, 


You have all my sympathies on this unfortunate event. 


I feel very much for you, on this occasion. 
Lagain express my regrets at whatever has happened. 


Į share your sorrow, at this unfortunate happening. 
My best wishes for quick recovery are with you. 
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qien पर सहानुभूति का पत्र 
(Sympathy on Accident) 


किसी मित्र या संबंधी के दुर्घटना का शिकार हो जाने पर लिखे जाने वाले 
सहानुसूति के पत्र का ढाँचा करीब-करीब वही होता है, जो आथिक नुक्सान के संबंध 
में लिखे गये पत्र का होता है. । 


प्रारंभ में समाचार पर दुःख प्रकट करें : 


1. 


2. 
3: 
4. 
5 
6. 


Iam extremely sorry tolearn from your father's letter that you met 
with an accident yesterday. 

It was very distressing for me to hear that you have broken your leg 
in a mishap, last week. 

I was terribly upset when I was told this morning that you were 
involved in a traffic accident, day before yesterday. 

It was shocking 10 learn that you were knocked down by a car the 
other day. 

I was grief-stricken to be informed that you slipped down the stair- 
case and injured yourself. 

it was terrible for me to know that you had a fall in the dark, last 


अधिक जख्मी न होने पर या जान बचने पर प्रसन्नता व्यक्त करें : 


Vo 


8. 
g; 


10. 


At the same time I was relieved to learn that the ry Wi f 
2 inju as ofa 


It was, however, fortunate that you were only slightly injured. 


But it was a tremendous relief for me t i 
t S o le 
major accident you were saved. adu i Y 


By God's grace, you have been spared from much injury. 


पाठक का दोष न होने की आझा व्यक्त करें : 
“नुकसान पर सहातुसूति का पत्र” वाले विश्ञाग में यहाँ उपयुक्त वाक्यों के नमूने दिए हैं. (वाक्य संख्या 
13, 15, 18 देखिये . 


अब इलाज के बारे में पृछताछ करें : 


11. 
12, 


I do hope, they are looking after you well, in the hospital. 
Have you had a thorough check-up ? 
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I hope the injury will heal soon. 

Even if the injury looks slight, I must urge you not to neglect it. 
Luckily your son isa doctor, so I am sure, he will look after you well 
Iam sure, your family must have arranged t i ical 
Tam लता ranged the best possible medical 


यदि कोई अन्य संबद्ध बात लिखने योग्य हो तो : 


17. 
18. 
19. 


20. 


21. 
22. 


Iam sure, the operation will be quite successful. 
Let me hope that the injury will be just a scar* in a few days time. 
I suggest that you take physio-therapy** treatment, for complete 


recovery of your broken arm. 
Although the other driver must have been at fault, please be more 


careful in future, while driving. 
Even after you are well, please have periodic check-up. 
When you are fit enough to travel, please come here for rest. 


अंत में शुभकामना प्रेषित करें : 


I hope you will get well soon. 


23. 
24. All wishes for a speedy and complete recovery. 
25. Here's wishing that the accident leaves "nothing behind, except a bad 
memory. 
26. Hoping to see you hale and hearty*** (or on your feet) very soon. 
| * तिशान. के बाद फिर से शक्ति दिलाने का व उसे पूर्ववत्‌ करने का वद्यकीय शास्त्र. 


| +* ट्टे हुए अवयव को 
| *** संपर्णंतया स्वस्थः 
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बीमारी पर सहानुभूति का पत्र 
(Sympathy on Illness) 


इस पत्र का ater भी दुर्घटना अथवा आथिक नुक्सान के पत्र जैसा हो होता है: 
प्रारंभ में समाचार पर खेद व्यक्त करें: 


PAN PR er DT 


I was very sorry to learn that you are ill for the last so many days. 

It was sad to hear that you have been seriously ill for the last so many 
days and now been admitted to the hospital. 

I was terribly upset, when I was told this morning that you were 
suddenly taken to the hospital, with an acute pain in the stomach. 
The news of your prolonged illness, which reached me today, has made 
me very sad. sty 

It was very disturbing for me to learn today that you have been down 
with typhoid for the last many days. 

The sad news of your hospitalization has filled my mind with worry. 

I am very much upset to hear of your long illness. 

Your prolonged illness worries and makes me sad. 


इलाज के बारे में पूछताछ करें : 


«दुर्घटना पर सहानुभूति का पत्र” वाले विभाग में, इसके लिए उपयुक्त वाक्यों के ; 
pcm नमूने पहले ही दिए हैं 


9. I wish, the specialist you are consulting now, : A 
10. Has the surgeon advised an operation? W, makes a proper diagnosis. 
11. I hope you have got a thorough check-up done at : 

12. Hope, all the tests you underwent have come out RODA 

सहायता का प्रस्ताव करें : 

13. Let us know if we may look after i : > 

14 hospital, d hi | h your childern, while you are in the 
: ould we do something to help you aro है ; 

15. Please feel free to convey antag we atin S till you are ill? 

16. Do not have any hitch in telling me anything that | BRE l 
अंत में शुभकामना व्यक्त करे : SEES, 

कुछ उपयुक्त नमूने “दुघंटना” पत्र में हैं. कुछ ओर नमूने : 

17. Weare all waiting anxiously for you to 

get well. 
18. We have postponed our trip till you com 
19, Get well quick. i Fs IT, 
y Come back well from the hospital soon. 
. Weall miss you and are hoping you will be well and 
22. Weall wish you a quick recovery. nd back soon. 
23. We pray for your well being. 
24, I wish and pray for your speedy recovery. 
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6 


शिक्षा a संबंधित पत्र 
| (LETTERS ON EDUCATIONAL MATTERS) 


माता-पिता और पाठशाला के अध्यापक के बीच पत्र-व्यवहार के अबसर अक्सर आते रहते हैं. इनमें सब 
अधिक अवसर होते हैं, बच्चे के स्कूल न आ सकने की सूचना देने के. भिन्न-भिन्न कारणों से होने वाली बच्चे क 
गंरहाजिरी के लिये माता-पिता को अध्यापक को सुचित करना पड़ता है. 

इसके साथ-साथ शिक्षा-संबंघो पत्र-व्यवहार के जो अन्य प्रमुख अबसर आते हैं, वे हैं: 

१. प्रमाण-पत्र (Certificate) के लिए निवेदन. 

२. पढ़ाई के बारे में बालक की पूछताछ अथवा अध्यापक की सूचना. 

३. पढ़ाई की अव्यवस्था अथवा अन्य असुविधा पर पाठशाला से शिकायत. 


विद्यार्थी की अनुपस्थिति पर 
अभिभावक का मुख्याध्यापक के नाम पत्र (संपूर्ण नमूना) 


` (Letter to Principal on Student's Absence) : 


माता-पिता को अपने बेटे-बेटी की पाठशाला को पत्र लिखने के जो अवसर आते č 
उनमें बच्चों के स्कूल न जा सकने की सूचना देने का अवसर सबसे अधिक आता है. साधारण- 
तया यह अनुपस्थिति बीमारी की बजह से होती है. लेकिन कभी-कभी घर सें कोई घामिक 
अथवा अन्य समारोह होने के कारण अथवा माता-पिता के साथ शादी पर जाने की आबश्यकता 
के कारण भी होती है. यह पत्र कक्षा शिक्षक के लिये होता है, लेकिन यह पाठशाला के 
मुलयाध्यापक फे नाम लिखा जाता है. 


Dear Sir, 
| I regret to inform you that my son Prem Prakash, who 
is a student of III-B in your School, would not be able to attend 
classes for a couple of days as he is running temperature. He 
has been advised complete bed rest by the Doctor. 

His absence may kindly be excused and his class teacher 
informed about his illness. 

I hope Prem is able to return to school soon and resume 

i dies. 

his ie would be grateful if you could request his class teacher 
to help him catch up with his studies when he gets well. 


Thanking you, 


yours truly, 
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Other Reasons of Student’s Absence 


1. ——as we have to take him with us to a wedding in the family. 

2. ——as we are performing a religious ceremony on the occasion of his 
younger brother's first birthday today. 

3. — —4as he is visiting his grandmother, who is seriously ill. 

4. ——as his mother is being admitted to the hospital for an operation 


today. } 
कारण कुछ भो हो, जो उपयुक्त लगे इस तरह लिखें, 


प्रमाण-पत्र के लिए 
अभिभावक का पाठशाला को पत्र 
(Letter to School for Certificate) 


प्रारंभ में प्रमाण-पत्र की आवश्यकता का कारण बताएं : $ | 
1. This is to inform you that I have been transferred to Hyderabad and 
would be leaving Delhi on the tenth of this month to cie 
my new post. take charge of 
2. You willbe interested to know that my son Rajiv G 
passed the Higher Secondary Examination this Ed ELI e 
in the first Division, proposes to apply to the Education Ministry for 
merit Scholarship for higher education. ytor a 
3. Tt will be of interest to you to learn that my son Chandra Kir 
i i i ho 
has completed his education this year at your school MNA 
apply for a job. y » Proposes to 
4. You will be happy to know that my daughter Rani Rao, who is a 


student of Class X in your school, wishes to participate in the Science 


Talent Competition next month. 


फिर प्रमाण-पत्र के लिए प्रार्थना करें : 


5, You are therefore requested to issue a School leaving certificate to m 
son Amer Sen, a student of VII-D, so that he can be admitted to 2 
Schoolin Hyderabad. 
6. I would therefore request you to give him a character certificate that 
has to accompany such an application. 
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Ap. 
+ 


This is to request you to give a provisional certifi i 
RO i cate, of passing th 
said examination, for presentation at the time of oP Fr 
I learn that a merit certificate from the school i f 
r neri s necessary for en 

to ineo peun: so I would be grateful if you issued ote to Henan 
As he has been asked to bring alonga good condu i : 

| t ct certificate and 
the mark sheet from his school, when he appears fi i i 

1 ; Or 
request you to issue the same. nd 


प्रमाण-पत्र पेश करने के लिए समय का बंधन हो तो उसकी सूचना दे : 


10. 
11. 


12. 
13. 
14. 
15. 


Kindly arrange to issue this certificate by the end of this week. 

For your information this certificate has to be submitted 

first of the next month. afore the 
Please keep the testimonials ready before the Ist of this 

day I have to leave Delhi. Seca 
The interview is fixed for next Monday and the certificate will have 
to be produced on the occasion. 

I request you to let me have the certificate immediately as there is only: 
one week left for the final interview. j Pony 
! shall be obliged if you release the certificate before the 15th of this 
month. 


अंत में धन्यवाद प्रेषित करे : 


16, 
17. 
18. 
19. 
20. 


21 


Thanking you for the trouble...... 

Please excuse me for putting you to trouble. 
Thanking you in anticipation...... 

I would very much appreciate this favour. 

I shall be obliged for this favour. 

I shall be grateful for your help. 
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प्रधान अध्यापक को शिकायत का पत्र 
(Complaint Letter to Head Master) 


पाठशाला में अगर पढ़ाई अच्छी न हो अथवा किसी अन्य प्रकार को अव्यवस्था हो तो प्रधान अध्यापक 


को पत्र लिखना पड़ता है. 
पन्न का प्रारंभ इस तरह हो सकता है: 


1. Iam writing this letter to express my unhappiness at a situation which, 
I strongly feel, needs immediate corrective measures. 

2. Asthe parent ofone of your students I would like to express my 
opinion on the current state of studies in my son's class. 

3. May I take this opportunity to express my concern on the standard of 
teaching in my son's class ? 

4. Iam writing this letter to bring to your notice the unsatisfactory 
sanitary/catering arrangements that I noticed during my recent visit to 
your school. 

5. write this because I feel you should know how lax your chartered 
bus system is in operation. 

6. This is to suggest you a few measures you could i 
the general conditions in your school. take tojimprove 

7. regret to note the unhealthy atmosphere in and around your school. 

8. Iam surprised that you have provided no facilities for playgr 
evem after being so well established. playground, 

पढ़ाई के बारे में शिकायत के कुछ नमूने : 

9, 1 87 1010 by my son, who is a student VII-B, that he has had 
different Physics teachers during the course of tw t shad tines 
has been no proper teaching. , Ousnontlis) DOU 

10. My daughter tells me that her Sanskrit teacher has fi 
more than a month and no substitute has been Aen OR IR UR 

11. Ican see from my daughter’s homework that her Mathemati 
expects the students to know things that he does not आम 
class. 

12, In general I have observed that my son’s teachers give much more 


homework to do than the amount of teaching done at school. 
92: 


अन्य प्रकार को शिकायतों के कुछ नमूने : 


13. 
14. 
15. 


For the last many days the school bus has been arriving half an hour 

late, as a result of which my son invariably misses the first period. 

I noticed that your canteen was not clean, the eatables stale, and the 

food not properly covered. 

My son does not like to use the toilet in the school because they are 
rty. 


पत्र के अंत में शिकायतों पर ध्यान दिये जाने की आशा प्रकट करे : 


16. 
17. 
18. 
19. 


I hope you will agree that necessary steps should be immediately taken 
to improve this undesirable situation. , 


It is obvious that you will have to employ better staff and offer them 
better terms if you do not want your students to suffer, 


Strict supervision of your canteen/sanitary staff is clearly necessary, 
and I expect, you would arrange it. 

May I request you to see that the students are not unnecessarily 
burdened in this manner ? 

I wish you will consider my suggestions in good spirit. 

I understand that immediate steps will be taken in this regard. 

I hope my complaints are heeded to. 

I shall be obliged if you take immediate steps to check the situation. 
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छात्र की पढ़ाई के विषय में अध्यापक का अभिभावक को पत्र 


(From Teacher to Parent Regarding Student’s Progress) 


यह पत्र अध्यापक स्वयं लिख सकता है, अथवा अभिभावक के पत्र के उत्तरं में भी लिख सकता है. 


वत्र का आरंभ इस तरह हो सकता है : 


1. 
p. 
3: 


Thank you for your letter regarding your son Anil. 

Thank you for your enquiry about your son's progress in the class. 

I have received your note asking for information regarding your son's 
progress in school. 


ऊपर के वाक्य प्रत्युत्तर में उपयुक्त हैं: 


4. 
5. 
6. 
7. 


Iam writing this note as I feel you are interested in knowi 

your daughter is doing at School. owing how 
I think it is my duty to inform you about your son’s studies in the 
class. 

Iam sure you would like to be informed ab welt 
faring in his studies. out how your son is 
May I take this opportunity to keep you info E 
progress in his studies ? z rmed about your son's 


अब पढ़ाई के बारे में जानकारी दें: 


8. 
9 
10. 
11. 
12. 
13. 
14. 


15. 


I am afraid Anil tends to be careless in his work. 

I regret to say that Gopal continues to lag behind in his studies 
Kumar is certainly an intelli : EM V 
xps y igent boy, but he tends to be inattentive in 


Mira is certainly trying to make up in i [ fe i 
take some time to catch up with the Pu ran bui iege 


I am happy to say that Leela has now i 
is quite satisfactory. ow improved a lot and her progress 


But for a slight weakness in English, Prak 

performance level of the class and Pu to ull Mr iis 
Govind = a bright boy and if you could arrange for private AM 
English for just a month he will be easily able to make up 

Although Anita finds Geometry a little difficult I a aft " 
attention and am sure she will make good SCARE paying her special 
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छात्र से संबंधित अन्य बातें भी लिखी जा सकती हैं: 


16. Iam afraid Suhasini tends to be a little too talkative and i 
a disturbing influence to her classmates. o wed 
17. Gopal is in the habit of picking quarrels with the other boys 
18. Iam happy to say that Deepak shows lead i eitis tae 
CO a P ership qualities in all school 
19. Ihave noticed that Neela has a flairfor paintin d i 
Fe p g, and it should be 


छात्र की प्रगति के लिए सुझाव दें : 


20. I suggest that you keep a private tutor to enable Ram 
for the coming examinations. nath to prepare 
21. May I suggest that your daughter needs special coaching i 
tics to prepare her for the examination ? k g in mathema- 
22. Justa little more supervision of his homework is all that is required 
23. Justa little more care on his part will improve the quality of his work 


‘considerably. 
24. It would be enough if Raja isa little more regular about doing his 


homework. 


छात्र के बर्ताव में सुधार लाने के लिए सुझाव d: 

. Perhaps a few words of fatherly advice from you would be enough. 

26. It has to be explained to him that his quarrelling habits do not help him. 

27. Iam happy to say that Renu is a very well-behaved girl. 

28. So far as the general conduct of your son is concerned, there is no 
reason at all for complaint. 


पत्र का अंत इस तरह हो सकता है: 
29. I hope this information regarding your son is of use to you. 
30. If you need any more information about your son’s progress in school, 


you are welcome to call on me. 
Sometimes young boys take time to settle down, so I do not think you 
should worry too much about Kewal. 

He can improve with a little more of efforts. I shall do alt to help 


him. 


31. 
32. 
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छात्र की पढ़ाई के विषय a 
अभिभावक का शिक्षक को पत्र 
(From Parent to Teacher Regarding Student’s Progress) 


mea में पत्र लिखने का कारण बताएं : 


1, 
2. 


I have been away on tour for more than a month and hence could not 
supervise my son’s studies during this period. 

My business affairs have kept me very busy for the last many days; 

a result of this I have not been able to pay adequate at (कक 
daughter’s studies at home. pay tae tention to my 
My illness for the last few days has kept me from keepi 

my son’s studies. ping an eye on 


अब पुत्र/पुत्री की पढ़ाई के बारे में पूछताछ करें : 


10, 


So, would you mind letting me know if he is making good progress ? 
I would therefore request you to let me know if you find his , 
in the class satisfactory. progress 
So' please let me know how he is doing. 
His last monthly report had indicated that : 4 
English, so I would like to know if he has eames anne Mean 
His performance in the last quarterl Tn f 

isf inf y examination was not 
satisfactory, so please inform SINS, 
sufficiently. 5 me whether he has now improved 
Please let me know what extra efforts my so i 
catch up with the rest of the class. y son has to make in order to 


Please inform what lessons he has missed during his absence 


अंत में धन्यवाद प्रेषित करें : 
‘areca’ बाले पत्र सें जो वाक्य हैं वे यहां भी चल सकते हैं, कुछ और नमने : 


11, 
12, 


13. 


This information would help me supervise hi: studies in a TAS way 


Your letter would help me decide whether h 
in this particular subject. er he needs 


I would use your information to see how I could hel 
with the other boys. d E a 


private coaching 
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दफ्तर की बातें 
(OFFICE MATTERS) 


किसी दफ्तर में नोकरी करने वाले कर्मचारी को अपने वरिष्ठ अधिकारी को पत्र लिख 
आते हैं, उनमें सबसे अधिक अवसर होते हैं बीमारी या किसी अन्य कारणवश दफ्तर न आ = uae 
हेतु. “लिक नोट' अथवा “केज्युएल लीव एप्लिकेशन' एक आम चीज बन गई है. zd 
छुट्टी की प्रार्थना के अलावा दफ्तर की जिन प्रमुख बातों पर पत्र लिखने का अवसर आता है, बे हैं : 


१. तरक्की अथवा वेतन बढ़ाने का अनुरोध. 
२. त्यागपत्र. 

a. बदलो के लिये प्रार्थना. 

v, रेफरेन्स के लिये प्रार्थना. 

x 


, दफ्तर में किसी असुविधा की शिकायत. 
gama’ बिल्कुल छोटे होते हैं. बाकी के प्रार्थना-पत्रों में पर्याप्त जानकारी होनो 


इनमें 'सिक नोट' और 
और उनके कारण होने वाली हानि का स्पष्ट उल्लेख होना चाहिये. 


चाहिए. शिकायत के पत्र में शिकायत का स्वरूप 
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तरक्की अथवा वेतन बढ़वाने के लिए प्रार्थना-पत्र 


(Letter for Increment/Promotion) 


प्रारंभ में अपने काम का विवरण दें : 


1 


n in the employment of this company for the last three years, 
Fn period I have discharged my duties to the best of my 
abilities. A 
I have now been with this firm for over four years and all along have 
worked diligently to the satisfaction of the management. 


As you ere 2waie, Í have been working as an accounts assistant in 
this office for five years, and have also handled the duties of the 
accountant whenever he was no leave. 


I trust you are aware of the fact that this month I shall be completing 
five years of my service with you. : 


This is to inform you of the completion of five years of my service 
with the organisation. 


अब पत्र लिखने का कारण बताएं : 


6. 
k 


8. 
9. 
10. 
11. 


12; 
13. 


However, I have not been given any increment so far. 


But my salary has not been increased for the past three years, although 
I have been entrusted with some additional work. 


However, inspite of the increased workload there has been no increase 


in my salary during this period. 


I now learn that Mr. Das is leaving at the end of the year and his post 
is likely to fall vacant. 


I am now told that the accountant, under whom I have been working, 
is being transferred to the head office on promotion. 


J learn that we are Opening a new branch in Kanpur in the near future 
and you are selecting experenced staff for it. 


An increase in my salary is long overdue, 


After such a long period of my devoted Services to the Company, I 
feel, a promotion is due to me. 
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पत्र के मुख्य भाग में अपना सुझाव वें : 


14. 
15. 
16. 


17. 


So I request you to give me an appropriate increment in my salar 

So may I.now request you to consider my case for an increment ? y- 
So I venture to apply for the post that Mr. Dass will be vacati : 
hope that my past record will convince you about my suitability for lr 
I, therefore, apply forthe post of Manager of the new De aa 
hope that my intimate knowledge of office work will assure you A nd 
my ability to serve the company to the satisfaction of the minata 


पत्र के अन्त में सुनवाई को आशा व्यक्त करें और अपनी ओर से आश्वासन दें : 


I do hope my case will be favourably considered. 
J earnestly hope that my application will be given due ५ ’ 
consideration. 

that I shal HEUS i 

fete A all spare no efforts to justify your confidence in 

Ishall deeply appreciate such recognition : 

rendered so far to the firm. Ep of the services I have 

I feel confident that the management will : d. 

and rewarding my merits. | ill be generous in recognizing 

I look forward to a favourable response from you. 

A favourable consideration will be given to my case, I hope 


Bfate Institute of Education 
P.Q. Baninur Parganas 
as, 
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त्याग-पत्र 
(Resignation) 


प्रारंभ में त्याग-पत्र का कारण बताएं : 


1, 


I am happy to inform that I have been appointed as the Manager in 
the Delhi Branch of Bright Light Company and have been asked to 
take charge in a month’s time. 

I regret to say that my application for an increment/promotion has 
been turned down although I have worked in the same post/on the 
same salary for the last ten years. 

My husband has been recently transferred to Delhi and it would no 
more be possible for me to continue staying here. 

I regret to say that at the end of two years I have come to the conclu- 
sion that I do not have much prospects in this company. 

Iam sorry to say but my salary is too meagre in comparison to the 
duties entrusted to me. 


I regret to point out that inspite of my best efforts to promote the 
interests of the Company I have not been suitably rewarded. 


अब त्याग-पत्र का वाक्य लिखें : 


10. 


I therefore tender my resignation from my present post. 


My resignation may, therefore, be accepted with eff 
of the next month. 3 p ect from the first 


So I am hereby giving one month’s notice of my resignati 
a 
post that I am at present holding. MOR ec 


My resignation from the present post, may therefore be accepted. 


अंत में अन्य daz बातें लिखें : 


11, 
12. 
13. 


14, 


15. 


s is Pcia that my accounts may be settled before I leave 
was a pleasure to work with yo ; c ) 
Te vend तल m you and I very much regret to leave. 


Teta aes riot may kindly be encashed. 
as one y member with gratitude the encouragement I received 


Iam indebted to you for all the knowledge : xperie 
व Gdns os FIN Go and experience I have 
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प्रारंभ में निवेदन करने का कारण बताएं : 


1. 


Nau R 


aa निवेदन के वाक्य लिखें : 


8. 
9. 
10. 


11. 
12. 


स्थानान्तरण के लिए प्रार्थना-पत्र 
(Request for Transfer) 


I regret to inform you that for the last ni 
able to feel comfortable at the Bo mbay ur E Be 
hat the prolonged illness of my D sd father 


You m have observed t 
has made it necessary for me to make frequent tri 

rips to Delhi. 
m you that my husband has recently been ed to 


J may ion : 
Bombay an , therefore, it would no more b ible fi 
to stay here. d e possiblefor me to continue 

osaythat I have not been keeping good health since I 


I am sorry t í 
branch six months ago. 


T am afraid I do not find the atmosphere i i 
n th ; 
For reasons, both personal and cre in NI E. Rd 
i 


difficult to adjust myself in this new place. 
This new branch being Very small, I find myself unable to exercise m 
» 


capabilities fully. 


joined this 


fore, request to be transfer 
f y red back 
pr Eri be transferred bo br a 
; avour i f 
Bombay branch, so that I could AER M rae Be hemes: 
l my, EDT be [abe to regain my health and se 
etter by being trans erred to a climatically more suitabl b ges 
A transfer, therefore, to the main branch would help DNA d 
$ , mean 


the company, 1 believe. 


May 1, there 
So 1 request 
It would, th 


ज़ के अंत में सुनवाई की आशा व्यवत करें. 
८तरबकी के लिए” प्रार्थना-पत्र में दिये गये हैं. कुछ और नमूने : 


13. 


14. 
15. 


16. 
17. 


इघर ऐसे कुछ उप 


युक्त वाक्यों के नमूने 
J hope my request will be granted, asi 
better service ie the Company it would enable me to render 
would be 4 great favour to me if this re Bk 
1 do hope this kindness will be shown to im old TOO f 
ee o 


the company. " 
J assure you that a transfer would enable me to serve the co 
mpany 


much better than before. 
You will consider my request with understanding, I hope 
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रेफरेन्स के लिए प्रार्थना-पत्र 
(Request to Employer for Reference) 


प्रारंभ में प्रार्थना का कारण बताएं : 


1. 


Iam applying for the post of an Accountant in the Bo 
and as I have to send three certificates with my RA in 
very much obliged if you could give me a letter of recommendation.* 


I wish to apply for a post, in the Air India Junior Manage C 
that has been feeds. advertised, and as I am require Uo ants, 
testimonials along with my application I would b s 

give me a suitable certificate. e grateful if you could 


Having come to know that the Fine Cloth Compan f 

Supervisor, I desire to apply for it and as the PER MOM ora 
accompanied by three appropriate letters of recommendati asto be 
request you to issue me one. ion I would 


As it is required of me to submit a certificate of experience along with 
wi 


my application for the recently advertised ; 
the General Mills, I request you to issue गाल Assistant Manager in 


अब अपने बारे में जानकारी दें: 


5: 
6. 


ls 


10. 


You will see from my application ५ 
enclose, that I possess all the CE e ean MEA 


I trust you will agree that I ; 
post. possess the experience required for this 


I think you have always been satis 
say all you can in my favour. 
The position is a respect 
he ) able one and ca 
: n i 
within the limits of whatever qualifications NEU pae AE Fur 
ess. 


I hope that my work for thi 
: r this firm isf; 
therefore, encourage me to seek ues rue Ru Av AEN. 


'This is a permanent 
post an 
ment. Mares 


fied with my work, and hope you will 


re many chances of my advance- 


#ऐसे compound sentences ‘and’ के स्थान पर तोड़कर छोटे किये जा सकते हैं 
> f 
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qu का अंत भाश्वासन सें करे: 


11, 


12, 


13, 


14. 


15. 


16. 


Te 


If T am selected I shall always remember this firm as the one that gave 
me the necessary experience and encouragement. 

I do hope I ul always receive encouragement from you to make 
progress in life. 

In case of my selection I shall never forget my debt of gratitude to you. 
Though I am applying for a new post, I would request you not to feel 
that I am not satisfied with my present position with you. 

If I fail to get this post I shall certainly continue here as before and 
would request you not to have any apprehensions about my devotion 
to duty. 

In case of failure in getting selected I shall of course continue to work 
with the same zeal, and* would request you not to have any misunder- 
standings about it. 

I hope you will understand that I am applying for this new job just for 
brighter prospects and not for any other reasons. 


Pe E 
fand की जगह 50 लगाने से दो छोटे वाक्य बन जाएंगे. 
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छुट्टी के लिए प्रार्थना-पत्र (संपूर्ण नमूना) 


(Leave Application) 


Dear Sir, 

I regret to inform you that due toa sudden attack of 
Influenza I have been confined to bed with fever and unable 
to attend office. I may, therefore, kindly be sanctioned leave 
for today and tomorrow. 

The necessary medical certificate is enclosed. 

Thanking you, 

yours faithfully, 


छुट्टी मांगने के अन्य कारण 
(Other Reasons for Leave Applications) 


साधारणतया छुट्टी का प्राथंना-पत्र बीमारी पर भेजा जाता है. लेकिन अन्य पारिवारिक अथवा सामाजिक 
कारणों से. भी छुट्टी मांगनी पड़ती है. 


1 DiE to the sudden demise of my father in Bomba; 
the first available US to attend to his last rites. AEN eene 
2. [have a pain in the back and cannot sit on a chair f. 
3. My son is ill and I have to take him to the Hospital! long, 
4. Ihave to perform the Shraddha ceremony of my late mother 
5. Iam going out een for two days to attend my brother’s weddin 
6. Ihave to appear for my B. A. examinations next week, 5 


i ऐसे कारण “I regret to inform you that...... ”, इस प्रारंभिक वाक्यांश के साथ भी जोड़े 
अंत में छुट्टी का अनुरोध करें : 
7. I would, therefore, be grateful if you grant me casual leave for today. 


8. Itis, therefore, requested that sick leave fi 
kindly be granted to me. ave for today and tomorrow may 


9, So please grant/sanction me leave for a week fi 
f : rom today. 
10. I e I request you to kindly grant me leave from office for at least 
11. 1, therefore, request you to grant me leave fo 
12. Please grant me leave for these two days ad oblige, a 
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दफ्तर के बारे में शिकायती पत्र 
(Letter for Office Complaints) 


Ex Si शिकायत, व्यवस्था के बारे में हो सकती है, और 

a a d हु कीः 
व्यक्ति फे बारे में भी. अर्थात्‌ शिकायतें A E es 
प्रधान भाग होते हैं--शिकायत का कारण, ओर उसको दूर करने का अनुरोध. 


प्रारंभ में शिकायत के स्वरूप के बारे में लिखें: 


I regret to say that our room has now become 
है so crowde i 

become extremely difficult even to move around v Pe 
I take this opportunity to inform you that the lighting i : 
insufficient and especially in winters it becomes dur CAU is 
I regret to inform you that our room ise BIN s 
summer it becomes too hot to work in. xposed itot eH 
I have very reluctantly to inform you that the ge . 

i > tleman work 
table on my right uses language which sh a working at the 
ofa woman. - 5 ould not be used in the presence 
I regret to inform you that the new clerk we h: i 

avi 

show the courtesy he should, to me, his Ado ER EDU 


अंत सें शिकायत दूर करने को विनती : 


I do hope you will look into this matter and 

र tal i 
Lam sure a slight reprimand from you will be Wr uae 
May I, therefore, request you to provide me a table lamp for Eiet 


light ? 
We, there 
I hope you will or 
the heat. 

m sure you will 1 i i : 
nine Oe ook into our grievances and give a considerate 
please oblige us by taking necessary measures. 


fore, request you to get the water cooler immediately repaired 
der some curtains to prevent us from the glare and 
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8 
मकान-मालिक और किरायेदार 


(LANDLORD AND TENANT) 


मकान-मालिक और किरायेदार के संबंध आजकल कुछ ऐसे होते हैं कि दोनों को लिखा पढ़ो की 
आवश्यकता महसूस होतो है. जिन प्रमुख बातों पर इनको ag पत्र-व्यवहार करना पड़ता है, वे हैं : 


१. मरम्मत करवाना या न करवाना. 
२. किराया बढ़ाना या घटाना. 


इन पत्रों में कुछ शिकायत अथवा झगड़े का स्वरूप होने के कारण, और आगे चलकर शायद कोर्ट-कचहरी 
की संभावना होने के कारण, इनकी भाषा कुछ ऐसी होनी चाहिए कि वह दावे में अपने प्रतिकूल न हो, gar 
अपने पास अनुक्‌ ल बातों का प्रमाण लिखित रूप में मौजूद हो. 


मकान-मालिक को मरम्मत के लिए पत्र (संपूर्ण नमूना) 
(Request to Landlord for Repairs) 


Dear Sir, 

It has been brought to your notice on more than one 
occasion during the last two months that the ceiling of our 
kitchen has leaks which become particularly bad during the 
rains. 

So far no repairs have been carried out, and we 
continue to be put to hardship. 

Please see that the ceiling is repaired before the monsoon 
becomes heavy. I may remind you that at the time of renting 
the accommodation to us you had given the assurance that these 
repairs would be carried out before the rainy season sets in. 

If I do not receive a reply within a week I would be 
compelled to get the roof repaired myself and debit the 
expenditure towards the rent. 


yours sincerely, 
107"! 


मकान-मालिक को मरम्मत के लिए पत्र 
(Request to Landlord for Repairs) 


प्रारंभ में मरम्मत की आवश्यकता का कारण i: 


1. 


2. 


6. 
d. 


I have to point out that the railing of our stair-case has became loose 
and dangerous for those using it. 


Iam writing to inform you that during last night's heavy rai 
plaster of the ceiling of our sitting room has come cuu Dae ed 


I think you should know that the wood-work of the doors and wi 
in our flat has become old and rotten, thus posing a serious ER : 


Now that the monsoon has set in, the floor of our rooms remains so 
damp that I fear it might affect the health of my family. 

I have already told you once about the basin in our bathro 2 
ing so old and cracked that it cannot be used any longer. om becom 


I regret to inform that inspite of so many reminders ० : 
now, not been whitewashed. y ur flat has, till 


The wiring in our flat being old has now become a hazard to us. 


अंत में जल्दी मरम्मत करवाने का अनुरोध करें: 


8. 
9, 
10. 
11. 
12. 


13. 
14. 


So, please get it repaired quickly. 

So, kindly arrange early repairs. 

Would you please replace it with a new one ? 

Please repair it before it becomes a serious safety hazard. 


like, I i i a ; 
ER e, I can get it repaired and debit the expenditure towards the 


We, therefore, request you to get the necessary repairs done 
Please see to the repairs soon as the festive season is approaching fast 
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किराया बढ़ाने के लिए पत्र 
(Letter for Increasing Rent) 


प्रारंभ में मजबूरी का उल्लेख करें : 


1. 


Sh 


6. 


I am sorry to say that the recent extensive repairs done to the house 
including the premises you are occupying, have put me to a consider- 
able expenditure. r 

I regret to inform you that because of a steep rise in the cost of building 
material the recent additions to the house have put a great financial 
strain on my resources. 

I have to very reluctantly point out to you that there has been no change 
in the monthly rent you have been paying for the last five years, while 
rents in this area have gone up considerably since the last three years. 
Please take note that the municipal authorities have recently effected a 
a very big increase in the house tax. 

You are well aware that the maintenance and other costs have gone up 
considerably during the past two years. 

As I am a retired person now, my only source of income is the rent 
of this house, which happens to be insufficient. 


अब फिराया बढ़ाने का प्रस्ताव करें : 


T 
8. 
9, 
10. 
11. 
12. 


Under the circumstances, I have been left with no alternative but to 
increase your rent by Rs. 25/- from next month. 

Therefore, with effect from the first of June, 1977, the monthly rent for 
the premises you are occupying will be raised from Rs. 125/- to Rs. 150j-. 
I haye, therefore, to raise your monthly rent by Rs. 20/- from the next 
month, 

As a result, an increase in your rent by Rs. 15/- per month from the first 
of August has become inevitable. 

I, therefore, request you to consider an appropriate increase in the 
house rent. 

So, please increase the monthly rent by an amount that will not tax your 
pocket too much and at the same time will solve my problem. 


अंत में किरायेवार फे सहयोग की आशा व्यक्त करे : 


13. 
14. 


15. 
16. 


17. 


I hope you will understand and appreciate my point of view. 

I do hope you will cooperate with me in ae situation and continue to 
pay the enhanced rent as regularly as before. 

I regret the inconvenience that will be caused to you, but hope you will 


understand my position. — . 
I hope you do not find this increase unreasonable under the circums- 


tances and accept it in the right spirit. 
Please consider this increase in the light of my problems and oblige. 
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किराया बढ़ाये जाने के लिए किरायेदार का इन्कार 


(Tenant’s Refusal to Increase Rent) 


प्रारंभ में पत्र लिखने को जानकारी दें : 


2. 


3. 
4. 


Your letter about the rent to hand. 

I have received your letter asking me to pay a higher rent for my 
accommodation from the next month. - 

Your proposal for an increase in my rent has reached 116. 

I am in receipt of your letter demanding an increase in the monthly 
rent. 2 


अब इन्कार के बारे में सूचित करें ओर उसका कारण बताएं : 


J 
6. 


7. 


10. 


However, I do not see any justification for this increase and hence am 
unable to agree to it. 
The poor condition of the house does not warrant any increase in rent 
and hence I cannot agree to your proposal. 1 
It was only recently that you increased my rent by Rs. 15/- 
and, therefore, I cannot agree to another increase 5 EA X. oak 
As you gota tax rebate on the money you spent in repairs I d 
think you should try to make up for it by increasing the rent. NUR 
1 regret to say that however justifiable the increase 1 

i | in rent may appe 
to you, my financial resources just do not permit me to spend diu 
more on rent than at present. g 
I fully understand your situation, but am so 
] 1 rry that I cannot m 
Increase in the rent at the moment. , OEY 


अंत में किसी न किसी प्रकार का आश्वासन देने से संबंध बने रहते हैं : 


11. 
12. 
13. 
14. 


13, 


I hope you will look at this from my point of view and not 
demand. press your 
1 hope that in the interest of our cordial relations you will wi ; 
proposal for the time being. y withdraw this 
I hope you will not take any illegal or unjustified action agai 
negative response to your proposal. against my 
However, I shall certainly accommodate you when the improved 
condition of the premises convince me that such an increase in rent is 
legitimately due. 

I expect you to please bear with me for the time being. 
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किराये में विलंब के लिए किरायेदार की क्षमा-प्रार्थना 


(Tenant’s Regret at Late Payment of Rent) 


प्रारंभ में बिलंब पर खेद व्यक्त करें और उसका कारण बताएं : 


1. Iam Le sorry that this month’s rent has been delayed as I was on 
tour for the last many days. 

2. J apologise for not paying this month's rent in time as I had to meet 
some unexpected heavy expenses. : 

3. Ivery much regret my inability to pay this month's rent in time due to 
some unforeseen financial difficulties. : 

4. Jtis regretted that this month's rent could not reach you on the due 


date. x 
5. Iam extremely sorry for not being able to pay the monthly house-rent 
on time. 
6. I understand how bad you must be feeling for not getting the rent on 
time. 


अब अवायगी के बारे में सूचना दें: 


7. Jam now enclosing a cheque for the rent and hope you will not mind 
the late payment. 

8. I have however made arrangements for the payment to be made by day 
after tomorrow, and hope you will bear with me till then. 

9. However, J assure- you that the rent will be positively paid within a 
week; so please excuse till then. 

10. As I have had to spend very heavily on my son’s illness I would be 
site to you if you would accept two months’ rent together next 
month. 

11. Ihave already arranged to pay it to you immediately. 

12. 11096 you will not mind, if l pay it to you along with next months’ 
rent. 


अंत में क्षमा-प्रार्थना करें : 


13. Hoping to be excused. . .. 

14. Kindly excuse me for the inconvenience caused to you. 
15. Tagain regret the inconvenience T have caused you, 

16. I request you to bear with me for the time being. 


ni 


सकान के लिए एजेन्ट को पत्र 
(Letter of Estate Agent) 


प्रारंभ में मकान को जरूरत को सूचना दे : 


1. This is to inform you that I have been recently tra fe 
Bombay and am on the look out for a Suitable “7 i 
2. Ihave recently come to Delhi and am looking fora suitable flat to rent 
3. Dand penne decay m Which I live at present, that is Meera Bagh, is 
Crow 5 f > 
ea र ed, and I propose to shift to a less crowded 
4. Iam in need of a small flat in a posh locality. 
झपनो पसंव के मकान का विवरण दें : 
5. store room. Adequate mang os à sitting-cum-dining room and a 
are essential. Pply and domestic power connections 
6. I feque flat with a single bedro " Ju. 
roomy kitchen. Enough light and M S mone eee. om anda 
7. Seni ons Gene is three bedrooms, a spacious sitting- 
modern Sanitary arrangements am pore ee Enough water and 
8. I require one bedroom with attached bathroom itti ni 
room, some open space and a garage. sa sitting-cum-dining 
किराये के बारे में अपनी राय दें : 
9. I would not minda monthly rent of Rs 
for really good accommodation. Rs. 500/- and can £0 upto Rs. 600/- 
10. Ican pay a rent of Rs. 150/- to Rs. 200/- per month, 
p onth, 
11. Jam prepared to paya monthly rent of i 
really suitable place in a decent locality. anything upto Rs, 900/- for a 
12. The range of rent I have in mind is Rs. 300/- to Rs. 450/- 
13. Foran accommodation of my requirements Į Propose to pay afound 
n 


Rs. 750/- as rent. 


-— “egg शब्द शब्द flat या block से अधिक शिष्ट समभा जाता है. परिचमी देशों में, खास कर श्रमरीका में पलट 


या ब्लाक को apartment कहते हैं. 


ni 


ae में मकान gaa की प्रार्थना करें : 


14, 
15. 
16. 
17. 


18. 


I would, therefore, be obliged to: you if you could suggest a suitable 
place at your earliest convenience. 

So kindly let me know if you can provide such accommodation by the 
end of this month. 

This is, therefore, to request you to suggest a flat of this description and 
in this range of rent. z 

So kindly find me such a flat and let me know your service charges/fee 
as an agent. 

I would thank you to help me find such accommodation on payment of 


your commission. 
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शिकायत के पत्र 
(LETTERS OF COMPLAINT) 


शिकायतें दो प्रकार की होतो हैं--व्यक्तिगत जीवन से संबंधित, ओर सामाजिक स्वरूप को. “आपने 
हमारी चीज को मरम्मत ठीक नहीं की', अथवा 'आपसे खरीदी हुई चीज में नुक्स है'. इस प्रकार की शिकायत 
व्यक्तिगत हैं. तो 'हमारी गलो में बहुत, गंदगी फंली हुई है', tat शिकायत सामाजिक कही जा सकती है. कभी 
शिकायत व्यक्ति से की जाती. है, तो कभी feet अधिकारी से अथवा उसके दफ्तर से. 

लेकिन शिकायत कोई भी क्यों न हो और किसी से भी करनी पड़े, उसका उद्देश्य होता है शिकायत का 
निराकरण करवाना. इस कारण पत्र की भाषा शिकायत के स्वरूप के लिए सुस्पष्ट और उसके निराकरण के 
सुझाव के लिए presuasive होनी चाहिए. 

शिकायत का पत्र तीन प्रमुख भागों में बांटा जा सकता है : 


१. प्रारंभे में शिकायत का कथन. 
२. मध्य में निराकरण के लिए सुझाब. 
३. अंत में निराकरण करने की विनती. 
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पटरी पर मरम्मत की दुकानों के खिलाफ शिकायत (संपूर्ण नमूना) 


(Complaint against Pavement Repair Shops) 


Dear Sir, 

I deem it my duty as a citizen to bring to your notice the 
blatant* misuse of the footpaths in our locality by various kinds 
of repair shops. 

Ours is already a congested locality, and these footpath 
repair shops have now created an intolerable situation. 
Virtually all footpaths are now occupied by mechanics of many 
types, who run their repair business without the least consider- 
ration for the residents’ convenience. In the rush hours of the 
evening this becomes an unbearable nuisance. For not only 
does it become impossible to walk safely on the footpath but 
oil, grime** and litter make them so dirty as to create health 
hazards.*** 

I am sure there must be a law to prevent such Misuse of 
public space. So, may I request you to ensure that this law is 
properly enforced in the interest of healthy Surroundings and a 
free flow of traffic in our locality ? 


For a proper appreciation of the Seriousness of this 
complaint I suggest that you visit our area on.any day in th 
evening. $ 


I express the hope that you will be kind enough to taki 
immediate corrective steps in the interest of better liyi E 
conditions for citizens in this locality, Res. 


yours faithfully, 


** चमड़े पर जमी हुई मल 
#+«# स्वास्थ्य संकट 
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पटरी के दुरुपयोग के कुछ अन्य नमूने 
(More Examples Regarding Pavement Misuse) 


A tea stall has been opened right in the middle of the footpath in 


front of our house. 
The cattle in a nearby private dairy soil the pavement opposite our 


house everyday. 
The footpaths on our street have become camping places for beggars. 


A second hand scooter dealer opposite our house completely blocks 
the pavement by parking scooters On it in a row. 


A house is tinder construction in our lane for the last many months 
and due to this our pavements have turned into heaps of sand, brick 


and debris. 
During the last few days a slum has "sprung up on the pavements in 


our neighbourhood. 
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गंदगी के बारे में शिकायत 


(Complaint about Insanitary Conditions) 


प्रारंभ में गंदगी का विवरण दें: 


1. 


p 


I consider it my duty as a citizen to bring to your notice the insanitary 
conditions prevailing on our street for the last two weeks. 

J regret ; to inform you that insanitary conditions prevailing in our 
locality for the past few days are now serious enough to pose health 
hazards. 

This is to invite your urgent attention to the heaps of dirt and garbage 
that have been accumulating near my house for the last one week. 

I take this opportunity to point out to you that the garbage dump 
near our house has created a serious health problem for everyone 
living near it. 

This is to complain to you against the car repair shops in our vicini 
which carry on their work on the footpaths and aye made pun 
slippery and dirty with oil and grime. 

This isto bringto your notice the blocked Sewage system in our 


locality which by becoming a breeding place fo m i i i 
a hazard to the health of the people dt He ican ae pore ins 


गंदगी फंलने के कारणों की जानकारी वें : 


T 


For the past two weeks the Sweepers cleaning our ar 

5 : ea are absent: a 
a result of this heaps of garbage are lying uncl JEN 
of the roads. ying eaned along the sides 
I have observed that dumps of dirt and litter have accumulated every. 


where in our locality during the past ten da S 
have been made to clear them. Ys, but no arrangements 


A sewerage pipe appears to have burst in our stre 

and dirty water has been spreading all around filling the ma rack 
with an obnoxious* smell. No sanitary inspector has visited i Mn 
so far. RUSPOE 
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10. 


11. 


The pavement opposite my house has become so dirty and broken up 
because ofthe repair work done on it that it has become virtually 
unusable, but no civic department has so far cared to attend to the 
situation. 

The heavy rains last week had created deep puddles in all lanes of 
oar locality, but, tilldate nothing has been done to repair or remove 
them. 


अंत में समस्या के हल Ht gma दें : 
12. Ihope you will take prompt steps to correct this undesirable situation 
in the interest of healthier surroundings for citizens of this locality. 
13. Maylrequest youto see that the gutter is immediately repaired so 
that it does not pose a health hazard ? 
14. Kindly prevent these repair shops from spreading dirt all around and 
creating health problems for the residents. 
* 15. Please instruct your sanitary staff to control the mosquito menace* 
in our locality before it goes beyond control. 
16. Kindly arrange to remove the garbage dump from such a dense 
locality. : 
17. Please arrange to get the drains of our locality cleaned before the 
monsoon-break. 
| 
P 
| 
| 
* बिभीषिका p 
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बिजली/फोन के उपयोग से ज्यादा बिल पर शिकायत 


(Complaint for Over-billing of Power/Phone) 


प्रारंभ में खेद अथवा आश्चर्य व्यक्त करें : 


1. 


I am extremely surprised to receive 
seks such i ; 
power consumption for the last two months. a Jey [Po 


The telephone bill that you have sent me for calls made in the quart 
rter 


2. 
January to March 1977 has greatly surprised me 
3. I very much regret to say that you have made ; : ; 
me for such a big amount for the electri some mistake in billin 
past quarter. coinme Power consumed during the 
4. I must point out to you that the telephone bill I 
f L have i 
your department for. calls made in the I Ieceived from 
be correct. e last two months is too big to 
5. I feel there is definitely some mistake in billi 
amount towards electricity consumed during Eo P such a huge 
6. Iam astonished to see such a large amount inour bill months. 
calls made during the last quarter. ill for telephone 
शिकायत के कारणों की जानकारी i: 
7. It was not possible for meto consume s 
period because I was away for more than a me PONEE during this 
. 8. Your bill shows pe for six trunk calls, but thi my family. 
trunk call made from this number during the period aa was only one 
9, The number of calls you have charged for works out the bill. 
6 aday, and it is impossible for us to make so many ee average of 
10. Our phone is used only in the evenings and it is Prd s everyday. 
for us to have made such a large number of calls as UR Dot possible 
11. To consume the amount of electricity for which P u have shown. 
would be necessary for usto keep our lights on p d have charged it 
appliances 24 hours a day. nd use our electric 
12. If you compare our bill for winter, when 
peak, you will see that it is just not तल ‘for ns umption is at its 
much electricity in the summer months for. which Sdn to have used so 
so heavily. f 1 u have billed us 
13. The power meter in our house appears to be worki 
rking but i 
it moves 


rather fast and may be faulty. 
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अंत में बिल ठीक करने का अनुरोध करें: — 


14. 
15. 


16. 
17. 


18. 
19. 


Please rectify the bill so that I may make the payment. 

You are therefore requested to have the meter checked and send me 
the corrected bill for payment. 

I, therefore, request you to bill me only for the calls I have made, and 
accept the due payment. 

Therefore, kindly rectify this considerable overcharge and send me.the 
corrected bill for prompt payment. 

I, therefore, request you to check if our phone is being mis-used. — 
Please arrange to get the necessary amendments made and oblige. 


प्रारंभ में 
1. 


2. 


o 


पोस्टमैन की लापरवाही की शिकायत 


(Complaint against Postman’s Carelessness) 


शिकायत बताएं : 
I am writing this letter to point outto you that for the past two 
weeks my letters have been going astray. 


This is to complain to you against the carelessness of the new postman 
on duty in our locality. 


This is to invite your attention to the fact that for the last few days 
the postman bringing my letters has been delivering them to people 
downstairs instead of coming up. 


I regret to inform you that for the last one week or so my mail is bei 
given to small children in our building for being delivered to me. eing 


I take this opportunity to inform you that the new postman has often 
delivered my letters on wrong addresses in the vicinity. 


This is to inform you that the mail in our block is not bein i 
to us on time for the past few days. Ze 


We have been noticing for the past few days that our mail is being 
tampered. 
पर ध्यान देने का अनुरोध करें : 


It is requested that this postman should be explai i 
of doing his duty properly. plained the importance 


I hope you will ensure that this postman takes his i 
seriously in future. duties more 


Kindly warn this postman against such laxity in future, 


Please ensure that there is no repetition of such dereliction* 
the part of this postman. of duty on . 


Please arrange to get our mail delivered in time. 
We request you to ensure safe delivery of our mail. 


*लापरवाही, कर्तव्य न निभाना 
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सदोष मरम्मत के लिए शिकायत 
(Complaint for Faulty Repairs) . 


प्रारंभ में शिकायत को सूचना वें : 


1. 
J2: 


4. 


I regret to inform you that inspite of the repairs that 
carried out, my television set does not give a good Mea और 
I have $ inform you that despite the repairs that you did last week 
o my domestic powergneter it appears to be registeri i 
consumption than is गत : rn non 
This is to tell you that the repairs you carried ou i 
> t on my radiogram a 

couple of days back are incomplete, as the ri i 
Se ioc i plete, ecord changer still does 
The water supply pipe Which we got repaired i 

E ENS ELE g p through you continues 


मरम्मत फे लिये फिर से बुला भेजना : 


5. You nee therefore, requested to have another look at the set and 
rectify the fault. 
6. I would, therefore, like you to come agai i i 
4111 न कप y gain at your earliest convenience 
7. So please come again and set it right. 
8. So please complete the repairs to ensure t 
mita p: hat the meter does not cause 
9. Please arrange to get the fault rectified to avoid water wastage. 
पैसों के बारे में लिखें : 
10, As your guarantee period for-the repairs is not yet ० 
no further charge, we hope. n foro iss would be 
11. Asthe repairs were obviously faulty there would i 
[ my making a second payment for the job. ee te 
12. I can pay for a new part if the repairs cannot be completed without it 
13. I think, Ido not have to pay you for the repairs as the set is still 


under the cover of your guarantee. 


सदोष माल की शिकायत | . 


(Complaint about. Defective Goods) 


प्रारंभ में माल की सूचना दें : ४ 

1. Iam sending you by rail parcel the electric iron I bought a couple of 
months back from you when I was in Bombay. 

2. This is to let you know that the refrigerator I bought from your agent 
here, about six months back does not cool to a sufficient extent. 

3. Ihave been buying many electrical appliances of your make as I found 
them of good quality, but unfortunately my experience with the 
electric mixer that I bought from Messrs House Goods Company, 
your dealer here, has been far from satisfactory. 

4. lregretto inform that the TV set I purchased last month from your 
dealer here, has no picture clarity. 


खराबी का ब्योरा दें: 

5. I have found that the iron no longer heats to its maximum temperature. 

6. It is seen that the iron at times gives shocks while using. 

7. The mixer is not working since yesterday and I believe there is some- 
thing wrong with the motor. 

8. It appears to me thatthe thermostat of the fridge is not functioning 

roperly. ; j 

9 The lid of the cooker does not close tightly inspite of replacing the 
rubber ring, as a result of which the steam leaks out and does not help 
fast cooking. der. . ४ 

10. The fault seems to be major as we have already tried all adjustments 
of the controls, 


चीज बदलने का अनुरोध करना : 
11. I would be obliged if you could repair the electric kettle in 
| your 
factory under the terms of the guarantee, which is attached 
(a it to me x the [ue given above. rand return 
. I would be grateful if you could replace the fault 
the cooker as carly as possible. , Y Part and return 
3. Itrust you will be able to replace this record changer, as s 
i ; j ARA uch an 
EM de cannot be expected to develop defects in the very 
14. I shall be highly obliged if you get our set replaced, 
कागजात की सूचना देना: 
15. The guarantee card for the mixer is enclosed, 
‘16. The receipt of the dealer who sold the cooker, giving the manufactur- 
ing number, is sent herewith. j 
17. All particulars of the set and its purchase are enclosed, 
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लापता माल के लिए रेलवे से शिकायत 
(Complaint to Railway about Lost Luggage) 


` प्रारंभ में वस्तु लापता होने की जानकारी दें: 


This is to report to you the loss of a trunk I had booked from New 
Delhi to Bombay Central inthe brake van attached to the De Luxe 
air-conditioned express that left New Delhi on June 8, 1977. 

I have to bring to your notice the disappearance of a bicycle that I had 
booked from Delhi tófBombay in the luggage van attached to the 
Frontier Mail that made this journey on Sept. 8-9, 1977. : 

This is to inform you that I have lost a basket of fruits that I had 
booked inthe luggage van of Rajdhani Express going to Bombay on 
November 15, 1977, when I travelled on this train that day. 

The luggage I had booked in the Delhi-Howrah Express on the 15th of 
this month could not be traced at the destination. 


लापता वस्तु का ब्योरा दें : 


5: 


8. 


Booked on this train vide Receipt No. R/54321, I saw the trunk being 
labelled and put in the brake van, but on arrival at Bombay Central 
it was not to be found. 

It is a black steel trunk and my name and address are written on it, 
The bicycle, for the booking of which I hold Receipt No. R/13579, is 
a brand new Atlas cycle, and 1 saw it being loaded into the luggage 
van of the train. 5 

The said fruit basket, for which I hold booking Receipt No. R/568352 
contained 3 dozen apples of the “Delicious Red" variety, and my 
name and Bombay address were clearly written on the white cloth 
covering in which it was properly bound. 

The said luggage booked under RR No.43912 was insured and 
clearly marked for delivery at destination Howrah. 


अंत में वस्तु को ढूंढ निकालने का अनुरोध करें : 


9. 


I shall be highly grateful to you if you could make immediate 
efforts to trace and recover the trunk, as it contains some valuable 
documents. 5 » 

Kindly make urgent efforts to trace the bicycle, as it was meant asa 
birthday present for my nephew. 

May I request you to trace the basket and restore it to me before the 
ecome unfit for consumption. 


apples b 
P t youto get my luggage traced or get the insurance claim 


] reques 
settled. 
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पड़ोसी से शिकायत 


(Complaint to Neighbour) 


प्रारंस में पत्र लिखने की मजबूरी पर खेद व्यक्त करें : 
1. Ihateto write this letter to you, but I believe it is necessary i 
interest of a cordial relationship between us. a i 
2. May I take the liberty to draw your attention to a small m 
might unnecessarily affect our A as neighbours. atter tliat 


3. Lhope you will not mind my making a small suggestio i 
help us maintain very cordial relations. Sp aes could 


4. Iam sorry to have to write this note to you and ho ; 
not feel offended at it. pe that you will 


mera को जानकारी दें : 


5. J have noticed that whenever my family passes by your h 
pig Alsatian barks quite fiercely at us, i y frig ouse, your 
younger son. à particularly frightening my 


Your dog seems to be in the habit of barkin 
his continuous loud barking has become a HR CO ery passer-by, and 


Your son seems to have acquired the unfort i मजीद 
quarrel with my son for no reason. unate habit of picking a 


Your radio is on till late at night and it is i i 
becomes difficult. gat and it is invariably so loud that sleep 


Your car is almost always parked in front o i : 
way that the passage to our place is Era NM Mea couse Mucha 
शिकायत का कारण दूर करने का अनुरोध करें : 
10. So, may I request you to do somethin 
" gto mak 
11. So, please talk to your son gently about it. XN 0 


12. I have certainly no objection to yo ; 
may I request you to keep the value Unc LEM no the radit 


13. Irealise you have to park your car wherey : 
be too much to request you not to block Sul enti ce D dra Aer 


SO AUN Le 
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क्षमायाचना के पत्र 
(LETTERS OF APOLOGY) 


कोई भी व्यक्ति ऐसा/न होगा जिससे कभी कोई भूल न हुई हो. इसलिए हम सबको किसी न किसी uia. 
बड़े कारणवश, किसी न किसी से क्षमा मांगने के अवसर आते रहते हैं. क्षमायाचना का पत्र तुरंत लिखना 
चाहिए. गलती की सफाई अगर न्यायोचित है तो अवश्य देनी चाहिए. और अगर नहीं है तो गलती मान लेनी 
चाहिए. गलत कारण अथवा झूठी सफाई से क्षमायाचना के पत्र का असर उल्टा होगा. ऐसे पत्र का सबसे बड़ा गुण 
होता है सच्चाई का भाव. 

क्षमायाचना के पत्र के प्रमुख भाग इस तरह हैं : 

१. क्षमायाचना के कारण को सूचना से प्रारंभ. 

२. क्षमायाचना. 

3. सफाई--अगर सही सफाई संभव हो तो. 

४, क्षति-पूति का प्रस्ताव. 

५, फिर से ऐसी गलती न होने देने का आश्वासन. 

६. पुनः क्षमायाचना से अन्त. 


पड़ोसी को पहुंचे कष्ट के लिए क्षमायाचना (संपूर्ण नमूना) 
(Apology for Trouble Caused to Neighbour) 


My dear, 

I was sorry to learn from my wife that you were disturbed 
by our radio last night. We certainly did not wish to cause 
you any disturbance, and if you had called the matter to our 
attention immediately we would have lowered the volume and 
closed the windows. 

The boys are very much interested in the commentary on 
the test match being currently played in Sydney between India 
and Australia, and though I do not Wish to ask them to forgo 
that pleasure I shall see to it that they take every precaution 
to keep the sound from disturbing you. 

If at any time you find our activities causing you any 
inconvenience, please fecl free to let us know. In the interest 
of neighbourly relations we shall try to cooperate in every way 
we call. | 

sincerely yours, 
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बच्चों के नुक्सान करने पर क्षमायाचना 
(Apology for Damage Done by Child/Pet) 


प्रारंभ सें क्षमायाचना का कारण लिखें : 


1. 


I have been told by my wife that while my sons were playing cricket in 
our courtyard this evening the ball hit one of your windows and broke 
the pane. 

I learn from my son that this morning our cat entered your garden 
while chashing a sparrow and trampled upon some flowering bushes. 
My daughter tells me that our dog Motichased your cat and frightened 
it so much that it climbed up the roof and you were put to alot of 
trouble bringing it safely down. 


अब क्षमायाचना करें : 


4. 
5. 
6. 


] do not know how to tell you how sorry I am, for the flowers 

lovely and you had tended them with such care. SD 
This is indeed regrettable and I apologise to i f 
damage done. POS you sincerely for the 


{ am really sorry for what happened and for th 
naturally felt for your pet. rd ३.५ 0 21272. nave 


सफाई, यदि संभव हो तो दें : 


on GC 2771 बडा 
® ave wpley grits aroedundinde E ee 
rsen NR alas WET at got 
10. yee Pt RA is very sensible dog, but it seems that even sensible 
क्षति-पू्ति का प्रस्ताव करें. | 
11. In Te I would request you to get a new window pane at my 
12. Even so I would like to make amends by paying for a new window- 


pane. 
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13. 


14. 


Unfortunately there is no making amends for th b 
i e flowers that have been 
spoilt, but I dc hope that you will accept a few ० 
IR ता, Pp f my rose plants as 
Moti has been properl punished and I am sure he wi 

dedi y n ill not bother your - 


फिर से गलती न होने देने का आइवासन दें : 


15. 


16. 


I have reprimanded the children and 1 assure you t i 

careful while playing. heybe imore 
I have asked my children to keep an eye on Moti/our ca i 

that it does not cause you any inconvenience or He म meee sea 


फिर से माफी मांगें : 


17. 
18. 


19. 
20. 


I again ask for your forgiveness. 
With apologies again...... 

I repeat I'm sorry for what happened. 
Please accept my sincere apologies. 


वायदा न रखने के लिए क्षमायाचना 
(Apology for Not Keeping Appointment) 


क्षमायाचना से प्रारंभ करे : 


1. 
2: 
3 


4. 
5: 


How could I have been so forgetful as t ; 

you last evening १ i as to forget my appointment with 
I am terribly sorry for m foolishness i i ; 
yesterday. eg x s in not keeping our appointment 
I am really ashamed to say that our appoint 

slipped out of my-mind. ppointment of yesterday completely 
I very much regret my inability to keep our appointment last evening 


I am sorry for not being able to keep my appoi ; x yee 
of your reminder in the morning. EU apportion tiwitity oniinepite 


सफाई, अगर संभव हो qi: 


6. 


ile 
8. 
9 


10. 


There is, of course, no justification whatsoever, except that I complete] 
etely- 


forgot all about it. 

I really do not know how I forgot it, please forgi 

For the last some days my son's illness has Sd s 

mind and it might have made me forget the appoint so much on my 
Of course I had not forgotten the appointment PIS 

about to ie office I was called in by the manager ee While I was 
work, which could not be finished till well u$ orsome urgent 
appointment. after the hour of the 


All along the day I had our appointment in mi 
got so busy with some official business iato os but towards evening 
my mind. completely slipped off 


अंत में फिर से मिलने का प्रस्ताव करें : 


Do you think we could re-fix the appoi f 
t ppoint 
Let’s make it next Wednesday, shall e or next Saturday evening? 


S. would you mind our meeti i 
£ : ng sometim 
convenience ? e next week, of course at your 


So let us have a new appointment—and : 
time. I promise I won't forget this 
I shall be much obliged if you could give me another appo; 
Please excuse me this time and let mc know of the i nen 

Xt appointment. 
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पति-पत्नी के पत्र 
(Letters between Husband and Wife) 


पति-पत्नी के बीच जो पत्र-ष्यवहार चलता है बह इतना व्यक्तिगत होता है कि उसको feret में aie 
कठिन है. लेकिन हुम सभी जानते हैं कि इनमें साधारणतया हमें प्यार और काम की बातों तथा घर-गृहस्थी को 
बातों का मिश्रण मिलता है, जो भावुकता से भी ओत-प्रोत होता है. 

शादी जितनी ताजा होगी प्यार को बातें उतनी ही अधिक होंगी. कितु जैसा हम सभी जानते हैं, जिम्भे- 
दारयां जैसे-जैसे बढ़ती जायेंगी उनके बीच कामकाज की बातें भी बढ़ती जायेंगी. 

शादी पुरानी होने पर प्यार में एक परिपक्वता आतो है, उस समय पत्र में प्यार की अभिव्यक्ति सोम्य 
afer गहरी होती है. स्पष्ट हे कि नवविवाहित दम्पति के पत्र-व्यवहार में जो काव्यात्मकता होगी वह जिम्मेदार 


पति-पत्नी के पत्रों में नहीं होगी. 
लेकिन पति-पत्नी नवयुवक हो या उम्र में बड़े, उनके आपसी पत्र-व्यवहार का स्थायी भाव एक-दूसरे के 


प्रति प्रेम होता है- 


पति का पत्र पत्नी के नाम 
(Letter from Husband to Wife) 


My dearest... 

It is not even a week since I came here on official duty, but I feel as if 
years have passed by. 

Inspite of the heavy rush of work in the office I keep thinking of you 
every single moment, and the very thought of my darling wife engulfs me 
like a warm soft blanket. I miss you very very much. 

How is Deepa, my darling little daughter? Iam a little worried 
about her, as she had a slight cough on the day I left for here. Jam sure 
you must be taking good care of this flower of our love. Have you shown 
her to the doctor ? I do hope it is nothing serious. 

How are mother and Babuji? I am happy that both of them love 

ou so much that they won't miss me. Please see that mother takes her 
medicine regularly. 

My work here will be finished in about three more weeks, but I foel it 
will be like OS ue Iam already counting the days to return to my 
beloved wile and forget the world in the happiness ofhercompany. For 
me, Usha darling, there 1s nothing so wonderful in this world as your love. 


Yours ever, 
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पति-पत्नी के पत्र 
(Husband-Wife Letters) 


प्रारंभ में प्यार की बाते होती हैं : 


is 


DN uw 


S 


I have just received your wonderful letter, and it has made me so 
very happy. 

Your loving letter came this morning like a ray of sunshine, 

I cannot describe my feelings on reading that you love me so much. 
I have read your letter at least five times, but I still feel like reading 
it again and again. 

I was probably the happiest man on earth this morning when I received 
my lovely wife’s loving letter. 


Your letter today made me feel that no girl could be as luck 
in getting a wonderful husband like you. [SAT em 


Your letter today made me mad with happiness. 


I find it difficult to express how happy I am to receiv : 
letter from you. € such a loving 


Your loving letter has given me so much of relief fi : 
I have been living in since you left. rom the loneliness 


इसके बाद काम की बातें लिखी जाती हैं : 


10. 


11. 
12. 
13. 
14, 
15. 


16. 


When are you coming back from your tour ? Thi a 
separation is really intolerable, his suffering of 


Everything is fine here, except that I miss you. 
Don't work too hard or keep late hours. 

Has little Meenu recovered from her cough ? 
Has Babuji had his monthly check-up ? 


When is little Deepu's examinati i 
his studies. P mation going to start ? Please take care of 
lam sorry I have had to miss Kumar's weddi 

have gonethere. What present did you take जी must 
his bride look ? Of course she cannot be as lovely as my ARD does 


भ्ये चारों वाक्य एक ही काम से संबंधित होने के कारण इकट्ठे दिये गए हैं. 


132 


17. 
18. 


19. 


Is there any news about your mother's illness ? 


If you want me to bring anything special from Bangalore be sure to 
write me. Of course, Iam going to bring a Mysore Silk sari for you. 


Please bring a nice frock for Sarita. 


अंत में फिर प्यार की बातें होती हैं : 


20. 
217 


22. 
23. 
24. 


Please come home soon—I am counting hours. 
The news that you are coming home on leave has made me very very 


happy. 
Once again I must teil you that I love you with my heart and soul. 


Write back soon and tell me again that you love me. 


Iam trying to finish off the job early and return to you as it is v. 
difficult to live without you. y ery 
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मंगेतरों के बीच पत्र-व्यवहार 


(Letters between Fiance and Fiancee) 


मंगेतरों फे बीच होने वाला पत्र-व्यवहार पूर्णतया निजी ढंग का होता है, और उसमें किसी भी नियम पालन 
की अपेक्षा रखना उचित न होगा. दुनिया में सबसे ज्यादा पत्र-व्यवहार किसी दो व्यवितयों के बोच यदि चलता है, 
तो वे हैं मंगेतर. 

मंगेतरों के बीच लिखे जाने वाले पत्रों का एकमेव उद्देश्य होता है एक दूसरे के प्रति अगाध प्रेम की उत्कर 
अभिव्यक्ति --और यह उत्करता स्वतः स्फूतं होतो है, किसी नियम में बंधी हुई नहीं. 

मंगेतरों के पत्रों में अगर काम-काज की बातें होंगी भी तो अपनो शादी की, अपनी दुनिया बसाने की, 
प्रेम की पूर्ति मिलन में किस दिन होगी, उस स्वर्ण दिवस में निरन्तर खोए रहने को. ऐसी बातें प्यार की बातों से 
अलग नहीं की जा सकतीं, 


मंगेतर को पत्र (संपूर्ण नमूना) 


(From Fiance to Fiancee) 


Dearest Renu, 


I am the happiest man on earth today. This morning’s post brought 
me the wonderful news that our parents have completed the पक of 
our engagement. Your parents have even written me a most charming 
letter. 

Now, I want the whole world to know—I want to tell every boy 
what great happiness you, my love, have brought me. 


Today is October 5—that means our wedding is only a month away. 
But for me now ode month islike one million years—how can I bear to be 
away from you for so long? Youare in my thoughts every minute of the 
day, in my dreams every hour of the night. 


Oh, how happy, happy, happy I shall be in my life with you! I love 
you more than I ever dreamt it would be possible to love anyone. 


Yours for ever, 
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मंगेतरों के बीच पत्र 


(Letter between Fiance and Fiancee) 


प्राइंस में असोम प्यार को बातें होतो हैं : 


1. 


In each of my letters I keep trying to tell you how much I love you, 
but do not seem to express even a fraction of what I really mean— 
or how much you mean to me. 


2. Every time [I sit down to write to you I find I am stuck for words— 
for no word is capable of expressing the intensity of my love for you, 
my darling. 

3. Received your wonderful, wonderful letter this morning—which 
means Ihave to wait for five long days before I get another such 
letter from my darling. 

4. Has anyone told you that your letters are the most wonderful things 
in my life— next only to you ? i 

5. How on earth can you write such sweet letters ? 

6. Only a wonderfully sweet girl like you can write such a wonderfully 
sweet letter as you have sent. 

7. Probably nothing on this earth can give me the solace as your 
sweet letter. 
इसके बाद काम को बातें होतो हैं : 
8. Have you applied for leave for the wedding? Please come soon, 
darling, I can’t live without you, 
9. Have you started looking for a flat? I am so eage 
beauti ful home for my darling. n uer 

10, Mummy has already started preparing for the marria à 

* . [ove the gorgeous saris she Me bought for me. pi 

11. Ihave already found out a nice, tiny flat to start our lif 

: 4 E » ur lif but 
a Diosc engineer like me would not know anything 41071 RIDER ing 
कं it nicely, so | leave that to you—my lovely, prospective*, wife. 


The engagement ring you gave me looks so pretty on my little finger. 


aac friends keep teasing me about it--and | feel so happy when 


*भावी, भविष्य में होने वाली. 
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13. There are still two long months to go before we are married, so you 
must promiseto write me every week without fail—why not every- 


day ? 
14, Though this one month is necessary to prepare for our ing, i 
seems longer than eternity to me. p weddings 


ऐसे पत्रों का अंत फिर से प्यार की बातों से होता है : 

15. When, oh when, will these long, long days of waiting be over ? 

16, It’s time to get back to the grindstone, so good-bye, th i 
back immediately—and tell me you love me. E 

17. Good-bye now, darling—and don't ever stop loving me. 

18. It's become quite « long letter and I must stop now—but not b f 
have told you once again that I love you, I love you, I love Votis Se 

19, In the end I send you all the love of 
PL, y my heart, my own beloved 

20. re ach scon—time stands still when there is no letter from you, 


oe uh 


neta 


11 
विवाह-संबंधी विज्ञापनों के उत्तर 
(REPLIES TO MATRIMONIAL ADVERTISEMENTS) 


वर-वधू के लिए विज्ञापन देने की प्रथा आजकल अपने देश के बड़े-बड़े शहरों में आम चल पड़ी है. दिल्‍ली 
में “हिंवुस्तान टाइम्स” जेसे प्रमुख अखबार ऐसे विज्ञापनों का खास ध्यान रखते हैं. ओर रविवार के दिन तो ऐसे 
ढेरों विज्ञापन छापते हैं. 
ये विज्ञापन ध्यान से पढ़े जाते हैं, और उनके माध्यम से कई सुखी विधाह होने के उदाहरण मौजूद है. 
इन विज्ञापनों के जवाब में लिखे जाने वाले पत्रो में प्रमुखतया इस प्रकार के भाग होते हैं : 
. विज्ञापन देखने का जिक्र. 
. वर्‌/वध्‌ का व्योरा, 
. उसके परिवार का व्योरा, 
. पिता अथवा अभिभावक की नोकरी तथा आथिक स्थिति का ब्योरा. 
फोटो भेजने का जिक्र. 
. प्रत्युत्तर की आशा, 


4n 2c ANN wo 


बेवाहिक विज्ञापन के उत्तर में लड़की के पिता का पत्र 


(Girl’s Father’s Reply to Matrimonial Advertisement) 


Dear Sir, 

In response to vour advertisement for a suitable bride I take pleasure 
in sending the following information about my daughter. 

My daughter Sheela is 23 years old, in good health and good-looking. 
She is graduate of the Delhi University and is at present employed as an 
accounts assistant in the Delhi Bank on a salary of Rs. 400/- per month. 

She has two brothers and a sister. Both of her brothers are elder to 
her and are well-settled in life one being a business executive and other a 
doctor. Her sister is younger to her and in school. 


Iam a retired company executive and we live in our own house in 
South Extension, New Delhi. We are Kayastha by caste. 

A recent photograph of Sheela is enclosed. 

If these particulars of my daughter interest you, kindly send details 
about the boy, as also a recent photograph. - 

Thanking you, 


Yours faithfully, 
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विवाह-संबंधी विज्ञापनों के उत्तर 


(Replies by Boys’ and Girls’ Parents to Matrimonial Advertisements) 


ब्राश्भ सें विज्ञापन पढ़ने की जानकारो d: 


1. 
D. 


In reply to your matrimonial advertisement in the Hindustan Times of 
yesterday I take this opportunity to send details about my daughter. 
In response to. your advertisement, for a suitable groom, appearing in 
the Hindustan Times of December 10, I beg to furnish the following 
information about my son. 

With reference to your recent advertisement for a suitable bride for 
your son I would like you to consider my daughter, details about 
whom are as follows. 

I have seen your recent advertisement for a suitable bridegroom tor 
your daughter and would like to furnish the following particulars 


about my ownself.* 


लड़के|लड़की का ब्योरा वें. 


यह ब्योरा निम्नलिखित ढंग से देना सुविधाजनक रहता है: 

१. लड़का/लड़की के बारे में : उसका नाम, आयु, स्वास्थ्य, शिक्षा, देखने में क॑सा/कंसी है, नौकरी, 
areng आवि. 

२. उसके भाई-बहन : कितने हैं, छोटे या बड़े, क्या करते हैं आवि. 

३. पिता के बारे में : क्या करते हैं, जायवाव इत्यादि का ब्योरा. 

४. afar, गोत्र, जन्मपत्री. 

५. फोटो भेजने का जिक्र. 


संपूर्ण नमूने में इन सब के उपयुक्त वाक्यों के नमूने मिल जायेंगे, 


qu का अंत इस प्रकार हो सकता है : 


In case you feel interested kindly send more detai 
girl) and a recent photograph of him/her. Pais, about the boy (or 
Should you require any more information I w » 
Further information, Mu ET can be sent deri EY ES du 
If you are interested, kindly send me details about the bo m you. 

also a copy of his horoscope and his/her latest photogra p (or girl) as 
In return it would be a pleasure to receive more informati 

boy (or girl) as also his/her photograph. lon about the 
Please write back immediately if you feel interested i 

particulars or if you require any further details or ERO the above 
I shall be too pleased to furnish any further information it 

you require. or photograph 


+कभी-कभी विवाहोत्युक युवक का कोई रिब्तेदार न होने पर उमे स्वयं ही श्रपने बारे में fame 3 
* वना पड़ता है । 
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पारिवारिक पत्र 
(FAMILY LETTERS) 


अपने देश में पारिवारिक स्नेह-बंघन काफो वृढ़ होने के कारण पारिवारिक पत्र-व्यवहार बहुत चलता है. 

विविध प्रकार को पारिवारिक सूचनाओं का आदान-प्रदान ate पारिवारिक समस्याओं पर समाषान के सुझाव इन 
पत्रों में होते हैं. रिश्ते इनके विविध होते हैं, और पारिवारिक बातें तो उनसे भी अधिक और इतनी विविधतापूणं 
होती हैं कि उन सबके उदाहरण देना और सबके लिए उपयुक्त इस प्रकार के एक समान ढांचे बनाना संभव नहीं 
है. इस कारण दूसरे शहर में नोकरी करने वाले पुत्र के लिए पिता के पत्रों के संपूर्ण नमूनों के अतिरिक्त कुछ अन्य 
नमूने इस भाग के लिये चुने हैं, वे हैं : 
. अन्य नगर में नौकरी करने वाले पुत्र का माता/पिता को पत्र. 
अन्य नगर में रहने वाले पुत्र का माता/पिता को पत्र. 
. अन्य नगर में होस्टल में रहने वाले पुत्र का माता/पिता को पत्र, 
. विदेश में पढ़ने वाले पुत्र का माता/पिता को पत्र. 
अन्य नगर में रहने वाली विवाहिता पुत्री को माता/पिता का पत्र. 
. विदेश में रहने वाले पुत्र/पुत्री को पत्र. 
. अनियमित पत्र लिखने वाले पुत्र को पत्र. 
. परिवार में किसी भी गंभीर बीमारी के सूचनार्थं परिवार के अन्य सदस्य को पत्र. 
. सलाह मांगने वाले RAM को पत्र. 

१०. मित्र के आगमन की परिवार को सूचना. 

११, माता/पिता का पुत्र को पेसे के लिये पत्र. 

विषय कुछ भी हो, पारिवारिक पत्र का स्थायी भाव होता है स्नेहपूर्ण अनोपचारिकता. पारिवारिक पन्न 

के लिये न तो किसी विशिष्ट रचना का बंधन हो सकता है, न किसी विशिष्ट लम्बाई का. वैसे पारिवारिक पत्र कुछ 
लंबे ही होते हैं. इसलिए हम इतना हो कहेंगे कि पारिवारिक पत्र में जो जानकारी देनी है बह स्पष्ट है, और इस 
ढंग से दी गई हो जैसे चाय पीते-पोते गपशप चल रही हो. 


PN G 4^2 « a 4) vo 
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अन्य नगर में नौकरी करने वाले पुत्र को पिता का पत्र (संपूर्ण नमूना) 


(To a Son Working in Another City) 


My dear, 


I and your mother were very happy to get your nice long 
letter this morning. 


Your mother was quite worried about that cold of yours. 
She felt quite relieved to learn that you are now completely 
fit. Still we feel it would be better if you took a little rest and 
did not go to office for another few days. - 


You will be very glad to know that Nirmala has passed 
the terminal examination with flying colours, scoring more 
than 60 per cent marks in all subjects. She is now expecting a 
nice present from her elder brother. 


Romu is busy with his picture books and with his little 
friends, but he keeps asking when Bhaiya is coming home. 


Now that you have been away for more than a year it 
would certainly be very nice if you could come home on a 
month’s leave. Please let us know if you can manage it. 


Your mother keeps worrying about whether you pet 
good food there, and about your health. So take good fn of 


yourself, and don’t failto let us know when you i 
home on leave. cr e 


With love from all of us, 


Yours affectionately, 
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अन्य नगर में नौकरी करने वाले पुत्र का माता/पिता को पत्र 
(From a Son Working in Another City) 


प्रारंभ में पत्र मिलने पर प्रसस्नता व्यक्त करें: 


1. 


2: 
3. 


Your letter reached me yesterday and I was delighted to go through 
it. 
I am happy to receive mother's letter this evening. 


I was very happy to get dear Neera’s letter a couple of days back. 


अब अपने बारे में जानकारी d: n 


4. 
5s 
6. 
Te 


9. 


8. 


Please tell mother that I have completely recovered from my slight 
illness now and there is no cause at all for her to worry about my health. 


I am glad to tell you and father that my cold has now gone and I am 
quite well again. " 


I am sorry I could not send you an immediate reply as I had a slight 
could for a couple of days. But now Lm O.K., so please do not worry. 


Iam sorry it was not possible for me to write back earlier because of 


very heavy office work. 

I am sorry I could not reply sooner as our Managing Director was here 
for a week and I had been deputed to be with him. 

Iam sorry I could not reply to you earlier because for the last few 
days I had been on tour of the suburbs. 1 


घर के बारे में पूछताछ करें : 


10. 


11. 


How is it that I have not yet heard from you in reply to my last letter? 
Js anything wrong at home 2 Please let me know immediately. 

The information in your last letter that father is not keepin 

got me worried. So please write back immediately to say how keis Pes 
Lam eagerly waiting for news about Rani. Has she not delivered yet ? 
How many more days to go before I become an uncle ? $ 
I hope both Shashi and Raju have finished their exams b , 

have they fared ? Tam sure both of them must have dolis well. Fey 


Jow is dear Somu’s health now ? I hope the fever is complet 
He should now take some good tonic at least for a fuo Eod 
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15. 


16. 


Has Didi come down from London ? It is a long time since I saw her. 


Let me know when she comes, so that I would make a hurried trip 
home. : 


Let me know what is the position of finances at home, so that I may 
adjust accordingly. 


चर की कई अन्य बातें भी लिखी जा सकती हैं : 


17. 
18. 


19. 
20. 


21. 
22. 
23. 
24. 


I am glad to say that I have recently found a much better room, and it 
is also nearer to my office. 


Recently I have changed my boarding house, and naw I get much better 
food—but of course nothing compared to mother's cooking. 


I propose to apply for a few day's leave next.month. 


I am happy to say that my leave has been sanctioned and 1 would be 
reaching there next Monday. 


Give my regards to father, and reply soon. 

With respects to father and love to everybody else. 

Iam in good health and hope you are all the same. 

Please let me know if mother wishes to come down here for a few days. 
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प्रारंभ 
il; 
2 
35 


अन्य नगर में छात्रावास में रहने वाले पुत्र को माता/पिता का पत्र 
(To Son Living in a Hostel Another City) 


में पत्र लिखने पर प्रसन्‍्तता प्रकट करें 
I and your father were so happy to receive your nice long letter today. 
We are so relieved to get your letter this morning. 
Your mother was very glad to receive your letter a couple of days back. 


घर फे बारे में जानकारी दें: 


4. 
5: 
6. 


Th 
8. 
9. 
10. 


vers dt ie ny on tees from her slight illness, so 
P e n you that your father's cold has now gone and he is 
We could not write you earlier because Raju was ill last week and he 
EE n PE NN moments ; he is much better now, so you don’t 
Lem Yo to po moter and child are के good health ^ P 
Se aad both oF uel examinations day before 


Sonu's health is much better now, and we expect her to beable to move 


about in a couple of days. 
Your Didi has written from New Y i ; 
LO caer oath ork saying that they are all coming 


पुत्र की पढ़ाई और खान-पान के बारे में पूछताछ करें : 


11. 


12. 


13. 
14. 
15. 


You have written that your exams are drawing near. So 

: . 0 

studying hard, but take care of your health at the same iie es s 
you might fall ill at the eleventh hour. 2 S 
Your mother is worried because you have not written anything a 

how good the food is that you get there. So let her know ues bd 
also whether you have a good room in the hostel. 

Do you have a partner in your roon ? What sort of a boy is he ? 

Do you find the hostel atmosphere congenial ? $ 

I have today sent you a money order for Rs. 400 as you want 

suggest that you should try to save as much as you ae nted, but I 
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16. 
17. 
18. 
19. 


I do not mind sending you more money, but I would like to know why 
you want it. : 

Your mother say if you do not find the food in yo 

may eat outside. ss Sei 
Do you have a playground nearby? J ho i 
Feculaily pe you take exercise 
I hope you are studying regularly for your exams. Let me know if you 
require anything. 


चर की अन्य बातें भी लिखें : 


20. 


21. 
22 


We are all waiting for your college to close for the Diwali ; 
that you can come home. € Diwali vacation so 
Your mother misses you very much, and you too may be feelin 

3 2 g lonely. 
There are all sorts of boys in a hostel, so you shoul ; 
undesirable company. St uld guard against 


पत्र का मंत इस प्रकार हो सकता है: 


23. 
24. 


23; 
26. 
DT. 


Don't fail to write every week regularly. 
Your mother keeps worrying about you, so don't be irregular in writing 


letters. 
Keep us regularly informed about your health and your studies, 


We expect a letter from your every week. 
Keep us informed of your welfare. 
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अन्य नगर के छात्रावास में रहने वाले पुत्र का माता/पिता को पत्र 


(From a Son Living in a Hostel in Another City) 


प्रारंभ फंसे करें, 

दूसरे शहर में नौकरी करने वाले पुत्र के पत्र में जो नमूने दिये गए हैं, वे ही यहाँ भी काम आ सकते हैं. 
अपने बारे में जानकारी दें. 

इधर भी उपयुक्त पत्र के कुछ नमूने काम आयेंगे. 

छात्रावास-जीवन के बारे में जानकारी दें : 


1. 


ONERE LOVE DER OPNS 


Lam gd ooo P ne andy become very god friends 
ae mess serves good food, so please tell mother not to worry about 
mos. oo ate B कक ineat aus aba two miles 
I find the hostel atmosphere quite congenial. 

i 200 by p dir the room rent in advance please send me 
Nd gan = Gey Er just opposite the hostel, and we play 
ERE he. E ras and I hope to get a still 
stud पी W ve Lo i hostel is that Ican always 
Engg Tahe hostel sho provides me good company and emer 


पढ़ाई आवि के बारे में अन्य बातें लिखें : 


My exams are now drawing near, so please do not worry if Iam a 


10. Title late with my letters. 
11. n NUN qe NM gradually Iam getting used to hostel 
12. The ade mother sate as uda. de Fe BON 
from the library which is very near to our hostel. Ay 
a. Mysmi Tyne nee aoa? अर 
झन्त कँसे करें : 


के नमूने इधर भी काम आयेंगे. 
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उपर्युक्त पत्र 


विदेश में पढ़ने वाले पुत्र का माता/पिता को पत्र 
(From a Son Studying Abroad) 


प्रारंभ फंसे करें : 


1. 


Iam very happy to say that I have received Father's letter as well as 
the food parcel you sent. The barfi was delicious and my American 
friends relished it very much. 


I know that you must have been waiting for my letter for the last 
many days, but I had no time to write because I was very busy writing 
a paper on the subject of my specialization. I submitted it today and 
so am now writing to you. 


I have been thinking of writing to you for the last ma 
could not get around to it because of the hectic pace of life hese a 


I am very sorry for not having been able to write to you for 

so many days but I could not help it as it takes a lot of PME 
to adjust to life in a foreign country, and I have been very busy doing 
this. 

As I am still not used to the ways of living he 

time to write to you earlier. 8 here, I could not find 
Inspite of my best efforts to find time to write 


do so because of my tight schedule of working. you back, I could not 


विदेश के जनजीवन के बारे में जानकारी वें : 


tl: 
8. 


9; 


10. 


11. 


Life is so different here, but the people in general are ver 


Everything is so fast here, including the tempo of life 
waste even a single minute. : 


The educational system here is quite different fi ; / 
but I very much like the system of informal disc ne o! ne in India, 
groups that they adopt here. ns in small 


The course is tough and we have to work 
professors are very helpful and mix with us quite fre 
During the Christmas vacations we went on a 


continent. It was quite cheap and we could 
places. : 


y friendly. 
People don't 


Y hard, but our 
ely. 


bus tour of the 
see so many wonderful 
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12. 
13. 
14. 


15. 


There are so many Indian families in London that I 

So please don't worry about me on that count. d nerd tone 
r ok some time to adjust to the food here; but now I have begun to 
ike it. 

The climate here is very pleasant and J already find i i 
wy health: ] y find improvement in 
Tt was both a pleasure and surprise to find that Indi fi i i 
cm p at Indian food is readily 


चर के बारे में पूछताछ फर. 


इसमें अन्य नगर में पढ़ने वाले या नौकरी करने वाले पुत्र के पत्र के लिये जो नमूने दिये गए हैं वे ही काम 


आ सकते हैं. 
मन्य बातों फे साथ पत्र का अन्त करें: 


इसमें भी दूसरे शहर में पढ़ने वाले लड़ के के पत्र के नमूने दिये. गए हैं, जो उपयुक्त होंगे. 
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अन्य शहर में रहने वाली विवाहिता पुत्री को माता/पिता का पत्र 


(To a Married Daughter Living in Another City). 


इस पत्र का प्रारंभ तथा घर की बातों की जानकारी बाहर रहने वाले लड़के को लिखे जाने वाले पत्र के 


समान होती हैं. इसके नमूने इन पत्रों में दिये जा चुके हैं. 


12. 


ससुराल में रहने वाली लड़की के लिये कुछ खास अन्य बातें जो लिखी जा सकती हैं: 


We are expecting you and Suresh here for Diwali, so don't disappoint 
us. 

Both your father and mother-in-law are very affectionate people ; so 
don’t do anything that would displease them. 1 
Ramesh is a very loving husband, so take good care of him. 


We have read what you have written about little Sonu’s teething 
troubles; but these are usual things, so you should not Worry too much 


Now that Anu's exam is over, why not send her here for the vacati 
Your mother says she has not seen her grand-daughter fora isa 
time. 

This morning we received a letter from your father-in-la' 
tremendously happy to learn that Anu has now got a Ire bro a 
We were very happy to know that Anil has got a promoti 

now become Deputy General Manager. You are ne hes 
to have such a fine husband. y gir 


It was a pleasure to learn from your letter that our youn 
in-law has passed the Higher Secondary neni S EE 
Division. Give him our hearty congratulations, rs 


We were very much concerned to learn that your : 1 
seriously ill. You must not spare any efforts in akina Sonia is 
We were glad to receive the invitation to the weddin र 
sister-in-law. We send her all good wishes and al 
which we hope, she will like. 

It was a pleasure to know that Sunil has been 
increment because of his good work, Your husband 
capable young man. : 

It is good that you have take 
your duties as a wife, 


given a special 
is really a very 


n up a job, but you must not neglect 
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, 


13. 


14. 


We are so happy to know that you and Ramesh are now the parents 
of a baby boy. We send our blessings to all three of you. 


We are happy your in-laws appreciate your behaviour and services to 
them. 


पत्र का अंत इस प्रकार Wi: 


15. 
16. 
17. 
18. 
19. 
20. 


Remember us to your parents-in-law. 

Tell Ramesh we congratulate him most heartily on his promotion. 
Take good care of the baby. 

Keep writing regularly, so that your mother won't worry. 

Give our due regards to your in-laws and ask Ramesh to write to us. 
We are expecting both of you to visit us during the Dussehra festival. 


अनियमित पत्र-व्यवहार के लिये पुत्र को पत्र 
(To Son Who is Irregular in Correspondence) 


प्रारंभ में पत्र न आने का उल्लेख कर अपनो चिता व्यक्त करें : 


1. For the last three weeks your mother has been awaiting your letter 
but there is no news from you. { 
2. Your continued silence for the last many days has got all of us very 
much worried. 
3. Whatis wrong with you? Why have you not written to us for so long? 
4. Tam very sorry to see that of late you have become quite j i 
- writing letters. का irregular in 
5. Itis more than two weeks since I wrote to you last, but: 
no reply from you. y » there has been 
6. We understand that you are very busy with your proj 
to find a few minutes to write a letter is not difficult, Ci हा 
7. We regret your unconcern about home. Can’t i s 
ARE n t you write even one letter 
पत्र न लिखने के कारणों की पूछताछ करें : 
8. Please let us know immediately about your health and the reason of 
your continued silence, 
9, It is because you are not keeping good health ? 
10. 


11. 


Perhaps you may be very busy with your books—but surely not too 
busy to write to your mother. 

It is quite possible that there might not be any serious reason for your 
delay in writing to us, but we would like to be assured on this point 


नियमित पत्र-व्यवहार की आवश्यकता पर बल d : 


12, 
13, 


14, 


Your letters are a great solace to us in our old age, so make j LE 
to write regularly. £e ke it a point 
Your letters are a great comfort for your mother 
should be more regular in writing letters, 

Your mother always keeps worrying about you, and this affects her 


health, so in the interest of her health yo i 
B डक you should be regular in your 


» $0 for her sake you 


152 


16. 


17. 


20. 


23. 
24. 


15. 


18. 
19. 


पत्र का अंत इस प्रकार हो सकता है: 


21. 
2 


` 


Remember that we are always worried about your welfare ; so please 
keep us informed. 


पत्र न लिखने का संभावित परिणाम बताएं : 


Your mother is already so much worried about you that if there is any 
more delay in your letters she might fall ill. 

If you do not reply to this letter immediately I might have to come 
down there to see what is wrong. 

If I fail to get a letter from you within a week I will have to come there 
personally to find out the cause of your-silence. 

In case I still do not hear from you, I shall write to your hostel warden. 


We pray to God that you are in good health and hope nothing is 


seriously wrong. 
Please do not add to our anxieties by any more delay in writing a letter. 


If you are too busy with your studies to write a detailed letter, just 
write a couple of lines on a postcard to let us know about your health 


and wellbeing. 
Reply to this letter immediately. May God bless you. 


Let us have your reply by return of post. 
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परिवार में गंभीर बीमारी के बारे में परिवार के सदस्य को पत्र 
(Letter Regarding Serious Illness in the Family) 


प्रारंभ केसे करें : 
इस पत्र का प्रारंभ किसी भो साधारण पारिवारिक पत्र ज॑सा हो सकता है. इसके नमूने पहले दिये हुए 
भिन्न-भिन्न पारिवारिक पत्रों में दिए गये हैं. 


फिर बीमारी की सूचना दें : 


1. Iam very sorry to inform you that since yesterday your rand 
is seriously ill and has been admitted to the hosptal? erica ES 
2. You already know that your grandfather has not been keepin 
health for the last few days, but since yesterday the Cs 
health has been causing us a lot of worry. 


3. Meenu fell ill last week, and the doctor has diagnosed it as Typhoid. 
4. ou ere Again, Sing from Bronchitis, and this time it is so 
5. Your mother’s trouble with a slipped discs Nd 
have pad o take her 10 tne Medical Institute for hea dea 
6. NR RM VETE heart-attack, but, as a precaution 
” sies she had o Bek Br eap Due to extensive 
उपचार की जानकारी देकर पाठक को तसल्ली दें: 


8. The doctor has kept her under constant o i is givi 

all the necessary treatment. Np sion BITE her 

9. We have booked a special room for him at the Hospi 
1 OS 

engaged a nurse to look after him exclusively. tb Noes 
10. The doctor has prescribed an injection course for he 

place every day to give the injection. 
11. ECG** and all other tests have been m 

the report. POR Me 


rand comes to our 


are now awaiting 
*रीढ़ की हड्डी में फिर से दर्द उठना. 
**दिल का परीक्षण. 


12. 


13. 


Yesterday I took her to an X-ray clinic and got a chest X-ray taken, 
which I have sent to the hospital. 


All the medicines prescribed by the doctor are being regularly given, 
and she seems to be responding to the treatment. 


ऐसे पत्र का अंत इस प्रकार करें: 


14, 
15. 
16. 


17, 
18. 


19, 


20, 
21. 


22. 


In view of his present condition I suggest that you pay a brief visit here. 
It would be.advisable for you to come down for a day or two. 

In case of any unfavourable development we shall let you know 
immediately. 

We are taking all possible care of him, so do not worry too much. 

He is under expert medical treatment, butin view of his very much 
advanced age we should all be prepared for the worst.* 

The Doctor is doing his best, so let us pray to God that she pulls 
through.** 

If his condition worsens further we will intimate you telegraphically. 
Do not get nervous as. the Doctor has assured us of her complete 
recovery within a fortnight. 

Please keep some cash ready as we may need it any time. 


—— 


#मृत्यु के लिए qam रहता. 


**ठीक हो जाती हैं 
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सलाह मांगने वाले संबंधी को उत्तर 
(Reply to a Relative Asking for Advice) 


प्रारंभ में पत्र लिखने पर प्रसन्नता व्यक्त करे: 


bI SU 


a 


It was a pleasure for me to hear from you after a long time. 
It was very happy to receive your letter this morning. 
You letter to hand—I thank you for asking for my advice. 


I have your letter asking for my advice on such an important matter, 
but I really do not know if I am capable of giving it. 


I thank you for trusting me to seek advice on such an important 
matter. 


सलाह के वाक्य लिखें: 


6. 


10. 


11. 


12. 
13. 


14. 


As you are a brilliant boy you will be successful in any line ; but as 
you are particularly good in Mathematics I suggest that you go in for 
engineering. - 

Your marks in this examination. indicate that „you are very good in 
Biology, so I feel you should go in for the medical line. 

Personally, I like your idea of becoming a journalist very much. but I 
am afraid it is not a very paying profession in our country. 
In response to your inquiry about some special medical line 1 would 
suggest that you become a Physical Therapist, as it is comparatively 
new profession and seems to have growing prospects, 

Although you do not particularly like commerce I would still urge 
you to go in for B. Com. so that you could effectively help your father 
in his business. 

I agree with you that you are not so old that you have to hurry with 
your marriage, but if your mother insists, there is no harm in getting 
engaged to this girl you have fancied. 

As to the delicate matter about which you have written to me, I would 
advise you to be frank with the girl and express your feelings for her. 
Frankly I am of the opinion that you should not think of marriage till 
you are settled in life and capable of supporting a family. 

Besides the job that has been offered to you and the idea of an indepen- 
dent business I would recommend the job, for it would be very difficult 
for you to raise the resources needed for even a small enterprise. 
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i 


15. 


Unless you take chances you cannot forge ahead ; so I would advise 
you to take this very attractive contract post rather than the secure 


but small job. . 


चत्र के अंत में पाठक को बताएं कि अंतिम निर्णय उसको ही लेना होगा : 


16. 


17. 
18. 


219; 


Finally, however, I must say that the decision in this matter should be 


completely yours. 

In the final analysis, however, you have to take your own decision 
Even if this is my advice don't be afraid to go against it i it 
feel it is not in your interest. p ifyo. genuinely 
Finally, whether you take my advice or not, I wish you all the best 
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मित्र के आगमन की परिवार को सूचना 
(Letter to Family Regarding Proposed Visit by a Friend) 


प्रारंभ : 
इस पत्र का आरंभ किसी भो साधारण पारिवारिक पत्र जैसा हो सकता 'है. इसके नमूने पहले दिये हुए 
भिन्न-भिन्न पारिवारिक पत्रों में उपलब्ध हैं. 


प्रारंभ में मित्र के आगमन की सूचना दें : 


1. Tam specially writing this letter to inform you that my friend Anil is 
coming to Bombay on tour and I have asked him to stay at our place 
with you. 

2. This is to let you know that my close friend Rajiv is visiting Delhi 
01 some business, and I have asked him to stay with you people rather 
than put up at a hotel. 

3 You will be interested to know that Mohan, who, as you know, is my 
closest friend, is coming there for a brief visit, and I want you to put 
him up at our place. + 

4. Iam Writing this letter because my friend Gopal has been called to 
Bombay for an interview, and I have suggested to him that he could 


Stay at our place. 
अब मित्र फे रहने फे प्रबंध के बारे में लिखें : 


5. Tam sure his stay will not cause any inconvenience to you, as you 
can put my room to his disposal. है 

6. Please see that he is not put to any inconvenience because of his being 
a Stranger to Bombay. 

7. After Anil is free from his business, Raju could take him around the 
city for sight-seeing. 

It would be just fine if Papa could put our car at Sunil's disposal for a 

couple of days. 

Govind is rather shy, but I am: sure you will make his stay so 

comfortable that he will mix with our family. 


मित्र के हाथ पत्र भेजना हो तो-- 


साधारणतया faa के आगमन की सूचना उसके आगमन से पहले ही भेज दी जाती है. 'लेकिन कभी-कभी 
यह सूचना उसके हाथ भी भेजनो पड़तो है. इस समय सूचना के वाक्यों में इस प्रकार फर्क होगा : 


10. Lam sending this letter with my friend Anil, who is coming to Bombay 
on tour and whom I have asked to stay at our place with you. 
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© 0 


11. 


12. 


. 13. 


The bearer of this letter is my close friend Rajiv, who is visiting Delhi 
on some business. I have asked him to stay with you people rather 
than put up at a hotel. à 
This is Mohan, about whom you have heard alot from me. He is 
coming there for a brief visit, and I want you to put him up at our 
place. 
J am writing this letter to introduce my friend Gopal, who has been 
called to Bombay for an interview. I have suggested to him that he 


could stay at our place. 


पत्र के अंत में घर की अन्य बातें हो सकती हैं. 
14. Jam sending a sweater for Leela with him. I hope she likes it. 


15. 
16. 


107: 


18. 
यही पत्र अन्य मित्र को लिखना हो तो-- 


देना होगा. 
19, 


20. 
21 
22; 


Tell mother to send me laddus with him when he comes back. 

If you want anything special from here that I could send with him, let 
me know immediately. 

When he returns please send the blue shirt which I. forgot on my last 
visit. 

Please send with him some nice photographs of Baby. 


अगर faa के आगमन की सूचना परिवार को नहीं बल्कि दूसरे मित्र को देनो है, तो अंत में घन्यवाद 


Iam putting you to some troble, but I am sure you will find Mohan 


very pleasant company. 
I would thank you to ma 


Gopal’s stay comfortable. : ls A 
I know I can count on you for making Rajiv's visit to Delhi a pleasant 


experience. j 
I know I am bothering yor but I look upon this as an opportunity to 
introduce two of my good friends to each other. 


इसी तरह परिवार के किसी सदस्य के आने की खबर देने वाला पत्र मित्र को भेजा जा सकता है. ऐसे 


ke all necessary arrangements to make 


पत्र के लिए इस भाग में विये गए भिन्न-भिन्न नमूने कास आयेंगे. 
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MÅN : 


माता-पिता का पुत्र को पंसे के लिए पत्र 


(Letter from Parents to Son for Money) 


इस पत्र का आरंभ किसो भी साधारण पारिवारिक पत्र जैसा हो सकता है. इसके नमूने भिन्न-भिन्न 


बारियारिक पत्रों में उपलब्ध हैं. 
बेसे की मांग से पत्र का आरंभ होगा : 


1. As you know, the date of Sheela’s marriage is approaching fast and we 
have to purchase so many things ; so we ‘would like you to send at 
least a thousand rupees as early as you can. 

2. As youare aware, I have spent a lot of money on your mother’s illness 
and it has now become difficult to carry on with the salary I get ; your 
mother has suggested that you should Contribute to the family 
expenditure by sending five hundred rupees. 

3. Subhash has passed his Higher Secondary Examination creditably and 
would like to go to college. But that would be possible only if you 
sent a hundred rupees every month for his higher education. 

4. Now that I have retired 1 find it difficult to manage household expenses 
here ; so your mother expects you to share the responsibility and send 
some money regularly. 

5. Keeping the present circumstances in view it has become necessary 
for me to ask you for some financial contribution. 

6. We know that you will have to cut down your expenses to do it, but 
your financial contribution to home has become a must now. 

बेले मिलने को आशा व्यक्त करे : 

7. We do hope you will be able to arrange this sum at the earliest. 

8. Your mother feels it would not be difficult for you to send such a 
small sum, now that you get a good salary. 

9. We shall start the wedding preparations immediately on receiving the 
money from you. 

10. The doctor is to be paid by the end of this month, so please send the 
money immediately. A 

11. € operation is fixed for next Saturday, so please sent the money 
before that. ight f, 

12. We look forward to you help right from this month. 


पत्र का अंत सामान्य पारिबारिक पत्र जैसा, आशीर्वाद से होगा. 
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विदेश में रहने वाले पुत्र/पुत्री को पत्र 


(To Son/Daughter Settled Abroad) 


इस पत्र छा-बहुत सारा ठाँचा अन्य दाहर में रहने बाले पुत्र/पुत्री को लिखे जाने वाले पत्र जैसा ही होता 


है. इसके लिए उपयुक्‍त वाक्यों के नमूने उन पत्रों में उपलब्ध हैं. 


DIM 


विदेश से संबंधित कुछ खास अन्य बातें जो लिखी जा सकती हैं : 

We are very happy to inform you that Manju’s marriage has been 
settled and will take place this December, but we very much doubt if 
you will be able to come for it all the way from there. 

You write that you can send air tickets for us so that we can come to 
England, but I doubt if your mother can stand such a long journey 


at her age. 
It was nice to know that little Manu can now speak fluent English, 


but let her not forget her Hindi. 

It has been three years since you settled in the U.S.A., so your mother 
now very much wants you to visit India for a couple of months. 

It was very nice to know that you have now bought a home in a town 
near London. We both wish you all prosperity. 

I hope you have by now overcome the initial difficulties in speaking 
English. 

Your idea of our coming over there to live with you permanently 
sounds nice, but I doubt if the cold climate would agree with us at 


our advanced age. 
It is nice to know that you have learnt continental cooking too. We 


surely would like to have a taste of it. 
Now that Rakesh has completed his a 
the near future. 

We are glad to know t 


nently. 
पत्र का अंत लड़के/लड़की को लिखे जाने वाले उपयुक्त पत्रों की तरह हो होगा. इसके नमूने दिये जा 


ssignment what do you plan for 


hat you do not intend to settle there perma- 
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विविध सामाजिक पत्र 
(MISCELLANEOUS SOCIAL LETTERS) 


आधुनिक सामाजिक 
दूसरों से पत्र द्वारा संपक रखना आवश्यक हों जाता है, 
अगणित हैं. इसलिये थोड़े से प्रतिनिधि अवसरों के ही नमूने यहाँ दिये जा रहे हैं, जो इस प्रकार हैं : 


, परिचय-पत्र. 
, मित्र को पेसे अथवा किसी अन्य उपकार के लिए पत्र. 
मरम्मत के लिये पूछताछ का पत्र. 

होटल में जगह के लिए पूछताछ. 

५, गाड़ी के बीमे के बारे सें बीमा कम्पनी को पत्र. 

इन पत्रों का उद्देश्य प्रमुख रूप 


लिये पर्याप्त है, और वह है जानकारी का ब्योरा स्पष्ट होना. 


परिचय-पत्र (संपूर्ण नमूना) 
(Letter of Introduction) 


x ww oce 


My dear, à 
This will introduce my friend Mahesh Kumar, who is going to 
spend a couple of months in Bombay, gathering material and 
doing research for a new book. 
Mahesh plans to spend his days at the Royal Asiatic Library 
and his evenings with congenial people. I told him I know of 
no one more congenial than you ! 

will like Mahesh, and that you two will enjoy 


pm sure you 


each other's company. 
Of course I don’t have to tell you that I shall very much 
appreciate any courtesies you show him. 

Yours sincerely, 


ऐसा परिचय -पत्र जाने वाले के 
पत्र डाक से भी सीधा भेजा जाता है. 


My dear, 

In the next day or so you 

Kumar. e is a Very 800 

be in Bombay for some 

introduction to you. ; 
his note so that you will know who Mahesh 


I am witne n oe oahu 
Kumar is when e y 
Dev, and 1 don’t want you to regard 


J know hew busy you are, 
this an obligation. But if you have any time, do spare some of 
it for him. ० will be sincerely appreciated on my part 


Anything you can do wi 
eae On Mahesh Kumar 5 too. ON 
ordially yours, 


will receive a phone call from M: 
d friend of mine, and as he Meam 
time I have given him a letter of 
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जीवन के इतने विविध पहलू होते हैं कि हर आदमी को किसी 
T सी न किसी कारणवश 
ऐसा हम अब तक देखते आए हैं. ये कारण असंख्य व 


से जानकारी देने या लेने का होने के कारण एक ही नियम इन पत्रों के 


हाथ दिया जाता है. लेकिन इसके साथ उसके आगमन को जानकारी का 


मित्र को पैसे अथवा किसी अन्य उपकार के लिए पत्र 


(Request to Friend for Loan or Favour) 


प्रारंभ में संकोच व्यक्त करें : 


Due 


he 


I really do not know if I should write such a letter to you. 


I am not quite sure whether I should write to you to put you to 
botheration. 


Although I know that there are no formalities between friends I 
wonder if I should cause you any inconvenience. 


It is very reluctantly that I am writing this letter to you. 
It is with a certain amount of hesitation that I write this letter to you. 


Though I am well aware of your situation, I still have to write this to 
you. 


I do not wish to but I have to write to you about it. 


फिर अनुरोध करें : 


8. 


11, 


12. 


13, 


14, 


It has become urgently necessary for me to make some fresh 
investments in my business, and I was wondering if you could advance 
asum of about five thousand rupees for six months. 


To be frank with you, my rather thoughtless expenditure this year has 
landed ‘me in debts of 


over a thousand rupees and I thought 
you could help me out. ght perhaps 


I have recently incurred a lot of expenditure on my wife's medical 
treatment, and I do not know anybody else but you who could give 
me financial assistance in my hour of difficulty. 
As you know, my daughter Sheela is comin to Delhi f. 

education, and I was wondering if you could t d A US 


ron AME th i i 
she got admission in a hostel. P ae, With SOUR 


My younger brother will be coming to Bomba 

Deluxe, where he will change trains for Madras, ad RDUM 
much appreciate it if you could meet him at the station. 

Could you possibly find time to take the package a i i 
letter to my cousin Anil at Bandra ? gies ate ede 


Could you speak to Mr. Prakash Chandra, whom vou known well 
about that post for me ? ^ 4 
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अंत में धन्यवाद वें : 


15. 


16. 
n. 


18. 
19, 


20. 


Deni have to tell you that I shall very much appreciate this small 

I know I can always count on you to help me. 

While I shall very much appreciate your help it would fi 

right with me if you are unable to do Ue be perfectly all 

As we are friends, please feel free to say no if fo 

SU y r any reason you 
il 

Iy ESO) you will do the best you can, and that would be enough for 

You will help and oblige, I hope. ; 
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मरम्मत के लिए पूछताछ का पत्र 
(Letter about Repair Job Estimate) 


प्रारंभ में मरम्मत को जानकारी दें : 


1, 
2 
9; 


4. 
S: 
6. 


This is to request you to give me an estimate of a repair:job that I 
would like you to do on my TV set. — j ४ 

Kindly call at my residence at your earliest convenience to inspect my 
radiogram and see what repairs it needs. i 
My room cooler is out of order since yesterday, so please make it 
convenient to call at my place as early as you can to assess the required 
repairs and give me an estimate. y 

My fridge seems to need repairs and I would be glad if you could come 
to my place to took at it and tell me what it will cost to put it right. 
The compressor of my fridge has lately developed a lot of noise and I 
would like you to give me an estimate before repairing it. 

I would like you to give me an estimate for giving a routine check to 
all the electrical gadgets in my house. 


खराबी का विवरण दें : 


T. 


8. 
p 


10. 


ile 
12. 


135 


14, 


The image on the screen keeps rolling inspite of adjusting the control 
and the voltage stabilizer. 


The sound has become very gruff and indistinct. 


The pin of the radiogram does not.start on the record at the right 
place. 


Perhaps because of some loose connections, the radiogram does not 
start immediately. 


The water pipe of the cooler does not operate properly. 

The blower of the cooler makes too much noise and expels a lot of 
water too, 

The thermostat of the fridge seems to have been burnt out. 

The defrosting control does not function properly. 


अंत में शीध्रता करने का अनुरोध करें : 


15. 
16. 


17. 
18. 


As this is an article of daily use please give prompt service. 


As the children are very much disappointed at the TV going out of 
order, please come quickiy. 


As the marriage of my daughter is approaching near, please complete 
all repairs early. 


I shall be highly obliged if you finish all the repairs within one week 
as I am expecting a few guests soon. 
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होटल में जगह के लिए पूछताछ 
(Inquiry about Hotel Accommodation) 


प्रारंभ में अपनी जानकारी दें : 


1. 
25 


B 
4. 
5, 


I propose to take a vacation in Goa with my family this summer and 
would like to stay.at your hotel. 

I shall be coming down to Bombay on a business tour of two weeks 
around the 15th of this month and am thinking of staying at your 
otel. 

I have to come down to Delhi on a short transfer of about two months 
in the beginning of April and propose to stay at your hotel. 

The Managing Director of our Company is scheduled to stay in Bombay 
for five days from 15th of November, and intends to stay at your Hotel. 
I haye advised my son, who shall be shortly visiting Delhi, to stay at 
your Hotel. 


फिर अपने लिए वांछित स्थान की आवश्यकता का विवरण d: 


6. 
tk 


12. 


My requirements are a sitting room, an air-conditioned bedroom and 
attached bath with hot and cold running water. j 

I shall need a sitting room, two bed-rooms, one of them with an extra 
cot, and attached bathroom of Indian style. 

A small but decently furnished and well-ventilated bed-cum-sitting 
room would be enough for me. ` 

I would prefer accommodation on the ground floor. 

If an air-conditioned room is not available I can accept a non- 
air-conditioned room. 

Although I shall initially be staying for a week it is possible that I 
may have to extend my stay by another week. 

Please confirm reservation for one double bed with attached both and 
air-conditioning. 


अंत में किराये की दर के बारे में पूछताछ करें : 


13. 
14. 
15. 
16. 
17. 


So kindly send me your tariff and let me know if accommodation would 
be available in your hotel on the dates I have indicated. 

So please let me have your rates for various types of accommodation 
and inform me if you can book a room for me. 

I would therefore thank you for early intimation of your charges and 
availability of accommodation. 

It is, therefore, requested that information about your rates and 
availability of a room may be sent by return of post. 

Please intimate the type of accomodation available and respective 


charges. 
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गाड़ी के बीसे के बारे में बीसा कंपनी को पत्र 
(Letter to Insurance Company Regarding Car Insurance) 


प्रारंभ में गाड़ी फी जानकारी दें : 


Wo 


2. 
SH 
4 


6. 


It will interest you to know that I have booked a new Ambassador 
car and would like to insure it with you on taking delivery. 

I have recently bought a used Fiat Car and would like to get its 
insurance cover changed from Third Party to Comprehensive. 

Iam sorry to say that my car, which is insured with you, met with 
an accident this morning and its hood has been damaged. 

I am extremely sorry to inform you that my car, which insured with 
you, was stolen from near my office last evening. I have reported the 
loss to the police. 

This is to report you that to last night while my car, which is insured 
with you, was parked outside my house, someone broke its wind-shield 
by hitting it with a stone. 

I would like to renew the insurance of my car, which expires on the 
15th this month. 


फिर बीमा की दरों के बारे में पूछताछ करें: 


De 
8. 
9 


10. 


1T. 


12. 
13. 


So kindly let me know your terms and conditions for covering it with 
comprehensive insurance. 

I am therefore interested in knowing how much more I would have to 
pay for changing the insurance cover. 

So please send your inspecter immediately to Messrs Auto Service 
Station, where my car is kept, to assess the damage and the required 
repairs at your expense. 

So please let me know the rules under which your company will 
compensate me for this loss. 

I would like to know whether your paying for a new wind-shield would 
mean that I lose the no accident rebate I have been getting for the last 
four years. 

Please let me know the additional premium for riot insurance for my 
car. 

Please let me know if the Premium charges are the same as before. 


ऐसे पत्र के अंत में कुछ खास वाकय जोड़ने की आवश्यकता नहीं. 
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दूसरा अनुभाग 
SECTION-II 


नौकरी के feu आवेदन-पत्र 
Job Applications 


14 
नौकरी के लिए आवेदनपत्र 


(JOB APPLICATIONS) 


t. नोकरी के लिये आवेदनपत्र भेजने समय यह सदा स्मरण रखिये कि आवेदनपत्र का उद्देश्य आपको 


नोकरी दिलाना नहीं बरन्‌ आपके लिए साक्षातकार का काल प्राप्त करना है. 


२. आवेबनपत्र में स्वयं की प्रशंसा है, ऐसा महसूस न होने देते हुए अपने गुणों पर प्रकाश डालिये. 


३. जो भी जानकारी आपको देनी हो उसे सच्चाई से और सीधे ढंग से वींजिये. 


४. घिसे पिटे वाक्य काट डालिये du— "With reference to your advertisment”, 
“In reference to your advertisement”, “hoping for the favour of an 


early reply”, “Assuring of my best services” आदि. 
५. आवेदनपत्र आकर्षक ढंग से टाइप करके भेजिये. 
६. आवेदनपत्र में अपना ब्योरा देने के दो ढंग होते हैं. वे संपूर्ण नमूने में दिये हैं. 


७. नाम पता आदि लिखने का ढंग “व्यवसायिक पत्र का ढाँचा” शीषंक के अंतर्गत समझाया गया है. 


नौकरी के लिए आवेदनपत्र (संपूर्ण नमूना) 
(Job Application) 
पहला प्रकार : आवेदनपत्र में ही ब्योरा. 
Type I : Application including Resume 


Dear Sir, 

Your advertisement for the post of a Private Secretary to 
your Managing Director in a recent issue of the “Hindustan 
Times” has encouraged me to submit my application for your 
consideration, as I feel I have the necessary qualifications and 
experience required. 

I graduated from the University of Delhi in 1975, 
Os the B.A. (Hons.) degree in English with a high Second 

ass. 


After completing my college education I did a six-months 
Secretarial Course at the well-known Reliance Secretarial 
Institute, New Delhi, where I acquired proficiency in business 
correspondence, shorthand-typing, filing work and office 
administration. 

At present I am employed with Bright Light Company, 
New Delhi, as Office Assistant, in which capacity I handle 
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correspondence of a routine nature, do filing work, take 
dictation, and answer visitors’ queries. My shorthand and 
typing speed are 120 and 60 w.p.m. respectively. 

Having lived in various parts of the country I can speak 
Hindi, Punjabi and Marathi fluently and can understand 
Gujarati as well as a little Bangla. 

Tam 25 years old, in excellent health, and have been a 
sportsman during my college days. 


My work with my present employers has been appreciated 
by my superiors (testimonial attached), but I feel the post you 
offer has greater scope for my abilities. 

I like responsibility, enjoy the challenge of new situations, 


and expect to make a positive contribution in the position you 
have advertised. 


I therefore hope to be granted an interview call from 
you. 


Thanking you. 
Yours faithfully, 
Encl. : Testimonials 
दूसरा प्रकार : आवेदनपत्र के साथ ब्योरा दिया जायेगा. 
Type Il: Application with Separate Resume 
Dear Sir, 
Your advertisement for the post of a Private Secretary 
to your Managing Director in a recent issue of the Hindustan 
Times has encouraged me to submit my application for your 


consideration, as I feel I have the necessary qualifications and 
experience required. 


My work with my present employers has been 
appreciated by my superiors (testimonial attached), but I feel 
the post you offer has greater scope for my abilities, 

I like responsibility, enjoy the challenge of new situation, 
and expect to make a positive contribution in the position you 
have advertised. 

I do hope my bio-data. enclosed on a separate sheet. 
would enable you to grant me an interview call. 1 


Thanking you, 


Yours faithfully, 
Encl. : Testimonials uN 
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Name : 

Age: 

Address : 

Academic and Professional 
Qualifications : 


Office Experience : 


General Qualifications : 


Personal Details : 


BIO-DATA 


B.A. (Hons.) from Delhi University in 197. 
with high Second Class marks in English E 
principal subject. 
Did 6-months course at Reliance Secretari 
Institute, New Delhi. Acquired UE d 
in: 

Business correspondence, shorthand, typi 
filing, office administration. ee 
Employed for l years in Bright Light 
Company, New Delhi, as Office Assistant. 

In this capacity I handle routine 
correspondence, iing work, dictation and 
visitors’ queries. orthand/typing s : 
120/60 w.p.m. CR acce 
Can speak Hindi, Punjabi and Marathi 
fluently and understand Gujarati and a little 
Bangla. 


Excellent health. 
Have been a sportsman in College days. 
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प्रारंभ : 


13. 
14. 


नौकरी का सामान्य आवेदनपत्र 
(General Job Application) 


I wish to apply for the post of Office Superintendent advertised in the 
current issue of “Illustrated Monthly of India." 

J have read with interest your advertisement in the ‘Times of India’ and 
wish to apply for the post of Labour Welfare Officer. 

Iam very much interested in the vacancy you have advertised in the 
‘Hindustan Times’ for a Sub-editor and wish to offer my services for 
the same. 

Iam writing to enquire whether you have a vacancy in your 
organisation that I might usefully fill. 

I understand from Mr. Sunil Kumar, one of your suppliers, that there 
is an opening in your office for a Sales Engineer. 

Mr. Arun Kishore informs me that he will be leaving you on 
the 31st of this month, and if his position has not been filled, I like to 
offer myself for it. 
I wish to offer my servicesfor the post of sales officer, which as I 
understand falls vacant at the end of this month. 

Going through your advertisement for the post of sales manager 
I feel interested to offer you my services for the same. 


I look forward to the pleasure of a personal interview, 
I trust you will consider my application favourably and grant me an 
interview. 


I would appreciate an interview and the opportunity to give you more 
details about myself. 


I can come for an interview at any time convenient to you and 
for the purpose of intimation have enclosed a self-addressed and 
stamped envelope. 


I look forward to the opportunity of a personal interview, 
I shall be thankful for a call for interview at your convenience. 
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विभिन्‍न नौकरियों के आवेदनपत्र 
(Various Job Applications) 


feat भौ नोकरी के आवेदनपत्र के लिए जो दो ढांचे होते हैं उनके संपूर्ण नमूने हमने दिये हैं. आप 


अपनी आवश्यकता के अनुसार इनमें से कोई भी चुन सकते हैं. 


अब भिन्न-भिन्न जगहों के लिये आवेदनपत्र भेजते समय ब्योरे में जो फर्क होगा उसक हेतु कुछ लभूने के 


area यहाँ विये गए हैं. 
१. प्राइवेट सेक्रेटरी (Private Secretary) 


1. 


संपूण नमुना इसी नौकरी का हे. फिर भी कुछ और नमूने प्रस्तुत हैं : - 
I have completed my education only recently and have been employed 
just for a few months ; so I do not have much experience. But my 
academic career will show that Iam hard-working and of above-average 
intelligence. Therefore, I am confident that your Managing Director 
will find me a competent Private Secretary. 

I have already worked for the last two years as P.A. to the Sales 
Manager, India Trading Corporation. So, I have confidence that I 
would prove a competent Personal Secretary to your Managing 
Director. 

As Personal Seoretary to the, General Manager, India Marketing 
Agency, Lalready hold a similar position. Still, 1 feel that your 
company being bigger, offers better scope of my abilities. 


२. एकाउ्टेन्ट/एकाउन्द्स असिस्टेंट (Accountant/Accounts Assistant) | 


it 


Iama Commerce Graduate of the Bombay University and have good 
knowledge of accountancy, auditing, income-tax procedures and 
Company Law. 

I can also draw up balance sheets and profit and loss accounts. 


. Apart from my work as Accountant you may find my knowledge of 


secretarial work also of some use. 

I have now enough experience to take independent charge of 
maintenance of accounts, preparation of bills and writing of account 
books. 


३. खजांची (Cashier) 


1, 


I have passed the 8. Com. examination of the Delhi University with 
Book-keeping and Accountancy as special subjects. 
I have therefore the knowledge required for keeping account books, 


billing etc. 
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3. 
4. 


I have also the necessary experience, having worked for three years as 
Cashier in the Delhi Textile Emporium. 

If your rules require a deposit I am willing todo so to a reasonable 
extent. 


४. टाइपिस्ट-क्लकं (Typist-cum-Clerk) 


1. 


I can type accurately to a speed of 60 w.p.m. 
I have good knowledge of business routine, such as filing work, and 
also possess elementary knowledge of book-keeping. ! 


At present I attend evening classes in Stenograph acres CES 
ability to work in an office. graphy to increase. my 


J have a neat hand and the ability to work long hours. 


५. लेबर वेलफेयर आफ़िसर/भ्रम कल्याण अधिकारी (Labour-Welfare Officer) 


— 


2. 
3), 


4. 


I have studied Labour Welfare at the Delhi School of Social Studies, 
and am a registered member of the Labour Welfare Officers’ 
RRR: €— 

I speak Hindi, Punjabi, Bhojpuri and Bangla fluently, which hel 

to deal better with labour hailing from deen of the Ci 
I am fully versed in labour and factory legislation and possess the 
required gna a as Broudig under the Factories Act. 

My present work in a textile mill has given me adequate experi 
handling industrial labour. q perience of 


६. लाइब्ने रियन/ग्रंथपाल (Librarian) 


1 


2. 
Y. 
4. 


I have done M.Sc. in Libráry Science from the Delhi Universit 
I am fully conversant with the Library of Congress System Std Roth 
methods of classification. OLDER 
I can manage allaspects of Library routine, includin 
cataloguing of books and periodicals. 

I am also familiar with various modern methods 
microfilming of documents etc. 


£ classifying and 
of copying and 


७. ड्राइवर/वाहन चालक (Driver) 


1. 


2. 
3. 
4, 


During five years of driving I have not had eve i ; 
hold a clean licence. n a single accident and 
I have not been challaned even for minor infrin 


Act. gements ofthe Traffic 
I have a fair knowledge of moto i i 
Ton g r mechanism and can carry out simple 


I solicit a trial, in which, I am confident, 


steady and careful diver. you will find me a good, 


s. सर्ल/परिचारिका (Nurse) 


1. 


I am B.Sc. in Nursing from the Delhi University a oi 
member of the Trained Nurses' Association of Todia. M 
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I also hold the St. John’s Ambulance Certificates of Proficiency in first 
aid, nursing and hygiene. 

During the last ten years I have worked at several hospitals. 

I can undertake the nursing of any kind of medical or surgical case 

and am especially good at looking after children and the aged. ó 


e. पर्सनल आफिसर (Personnel Officer) 


1, 


2. 
9 
4. 


I hold an M.A. degree in Social Sciences from the Bomby University 
and have also completed a correspondence course in Personnel 
Management of the London School of Correspondence Courses. 

I have sound knowledge of modern principles and practices of personnel 
management, aptitude tests work incentive etc. 

I am also acquainted with methods of merit rating and performance 


audit. 
I possess five years’ experience as Assistant Personnel Officer in a 


public sector undertaking. 


१०. स्टॅनोग्राफर (Stenographer) 


1. 


2 
3. 


4 


११. स्टोर-कीपर (Store-keeper) 


1. 


My speeds in shorthand and typing are 140 and 70 words per minute 
respectively. 

I have also taken a course in book-keeping and secretarial work. 

My sound knowledge of English enables me to handle independently 
correspondence of all routine nature. 

If required to do so, I can work in a secretarial capacity. 


with the theory and practice of stores accounting, 


I am fully conversant r 
ledger, stock taking and the valuation of stocks 


keeping of the stores, 


and stores. 
Having worked as an Assistant Store Keeper I have knowledge of 


working, handling and recording stores. 

I am fully conversant with all aspects of storekeeping. 

By training and experience I am ina position to carry out efficiently all 
duties assigned to me as 8 storekeeper. 


१२ टेलीफोन आऑपरेटर-रिसंप्शनिस्ट (Telephone Operator—Receptionist) 


1. 


I speak good English and can also converse fluently in Hindi. 

I have a pleasing personality and a well-modulated voice, and can 
handle all inquiries on the phone. 

J can handle the telephone keyboard and can operate both outside and 
internal exchanges. 
J have completed a t 
receptionists. 


hree-month course for telephone operators and 
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१३. प्राइवेट EJET (Private Tutor) 
1. Iam a graduate of the Delhi University and have been giving private 
tuitions for the last ten years. 


As I have been a teacher in Delhi School, I am familiar with all school 
requirements. 


fis 

3. Icancoach your son in all subjects and guarantee his progress in 
those subjects in which he may be weak at present. 

4. We can discuss my fees when we meet,as they will depend upon 


the number of days per week I shall be required to coach and the 
length of time of each session. 


१४. टाइपिस्ट (Typist) 
1. After passing the SSC examination I attended the Delhi Typewriting 
Institute and have now acquired good speed with accuracy. 


2. I believe you will find my typing is reliable at the speed of 50 words 
a minute, neat and accurate. 


3. My training has included elements of office routine, simple invoicing, : 
tabulator work etc. 


4. Ican also cut stencils neatly and cleanly and can operate any standard 
duplicating machine. 


१५. सेल्समेन (Salesman) 


1. In addition to being a commerce graduate I have taken a diploma in 
business management and control and other subjects related to the 
ratail sales of products. 


2. For the past three years I am working asa part-time salesman for a 
cosmetic company and my sales have averaged Rs. 10,000 a month. 
3. Iam a good health and prepared to travel. 


4. I have cultivated a refined manner of speaking and 
| : d : can per 
prospective customers into placing orders. " pervade 


१६. सब-ऐडिटर (Sub-editor) 


I am a Bachelor of Journalism of the University of Nagpur. 


i 
2. As an apprentice in “Hindustan Times” for 6 mon 
th 

conversant with the process of producing a Mer have become 


3. Iam proficient in English and can also type well. 
4. Iam in good health and prepared to work night shifts. 


१७. होटल रसोइया (Hotel Cook) 


1. Iam a diploma-holder of the College of Catering, Bombay 
2. Ihave worked for two years as assistant to my fat $ ats 
Cook at the famous Leela Vilas Hotel, y father, who was Chief 
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3. Ican prepare Indian, Continental as well as Chinese dishes. 
4. At short notice I can prepare the entire menu for a banquet of upto a 
hundred guests. 


१८. मैनेजर (Manager) 
1, I have taken the M.B.A. degree of the College of Business 
Administration, Hyderabad in 1975 and stood second in the class. 


2. I possess three years' experience as Assistant Manager in a progressive 
industrial concern. 

Orig am well-versed in all matters regarding accounts, finance, general 
administration and Board meetings. 


The management of my present business house have appreciated the 
smooth coordination I have established between staff and officers. 


१९. मैकेनिक (Mechanic) 
1. Ihave completed a Diploma Course of the Vishwakarma Polytechnic 

Institute, Delhi, specialising in the working of internal combustion 

engines, electric motors.and allied subjects. 

As a trainee at the Polytechnic I have had the opportunity to dismantle 

car engines and reassemble them. 

3. Asan apprentice with Yantra Industries for the last one year J have 

efficiently handled engines of various types. 

As I worked for some time in a tools manufacturing industry I possess 


ood knowledge of various types of tools required to repair and service 
engines and machines. 


- २०. टेक्निशियन (Technician) 


1. Ihave completed a certificate course in electrical engineer ing conducted 
by the Institution of Electrical Engineers, Delhi. 

2, As an apprentice with Pratima TV Company, 
knowledge of electronics. 

3. My present job has given 


like welding, soldering, wiring etc. 
4, If required T can also deal with customers both in person and by 


correspondence. 


I have also acquired 


me good experience in various technical jobs 


२१. अध्यापक (Teacher) 
1. Laman MA, B.T. of the Bombay University and secured a high 


Second Division in both examinations. 
2. I have been teaching English and Geography classes for the last two 


years in a Municipal School. 
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3. 
4. 


I have been giving private tuition to high school students for the last 
five years and have become well-versed in the techniques of coaching. 


J have an impressive but pleasing personality, which helps me maintain 
discipline in the class as also gain the confidence of the students. 


२२. ऐडवरटाइज़मेंट कैन्वेसर (Advertisement Canvasser) 


1. 


3. 
4. 


Since my graduation I have worked for the last two years as canvasser 
for advertisements on behalf of “Blend”, a monthly magazine with a 
circulation of 5,000 copies. 

My monthly average of advertisement business secured for the magazine 
has always been at least four times of what I received by way of salary 
plus commission. 


I have established good contacts in the advertising field in Bombay. 
I also have sound knowledge of copywriting and layout. 


२३. विमान परिचारिका (Air Hostess) 


I am a first class B.A. and so possess sound basic general knowledge. 
I can converse fluently in English as well as Hindi. 

The enclosed photograph will show that I have a pleasing personality. 
I am unmarried and prepared to undergo any vocational aptitude and 


.physical tests that may be necessary to prove my suitability for the 


exact working as an air hostess. 


२४. अप्रेन्टिस (Apprentice) 


1. 
2 


3. 
4, 


I have ‘been interested in everything mechanical since my childhood 

I have a small workshop at home in which I tinker about w; . 
and repair or make small articles of use in the home. t with tools 
The stipend you offer during the apprenticeship period i 

to me. 1s acceptable 
I am in very good health and take pride in working with my hands 


२५. Greta AANT (Canteen Manager) 


1६ 
2 
3. 


I have taken a Diploma in Hotel Management and Caterj 

Catering College, Bombay. ~ atering from the 
J can efficiently supervise a large kitchen equi í 

cooking appliances. quipped with all modern 
I have made a special study of dietetics and nutrition and ca 
a balanced menu for a large staff. 


I have worked for two years as assistant to the Canteen 
Messrs Globe Industries. Manager of 


n prepare 
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२६. ड्राफ्ट्समेन (Draftsman) 


1. 
a 


I hold a Government diploma in Mechanical Draftsmanship. 

During my three years of service with Delhi Engineering Company I 
have gained valuable experience in the preparation of structural and 
mechanical drawings. 

I have also done some architectural sketching and tracing. 


The plans and blueprints that 1 have prepared for my present employers 
have been frequently praised for their accuracy as well as overall 


perspective. 


२७. पाठशाला की प्रधान अध्यापिका (Head-mistress of School) 


1 
2. 
3, 


4. 


Iam M.A., B.T. from the Bombay. University and have specialised in 
modern methods of education. 

I have 15 years’ experience as a senior teacher and two years’ experience 
as Assistant Headmistress. 

I am fully conversant with the administrative functions of a large 
educational institution.. 

I have a knack of handling children, and inspite of enforcing discipline 
can secure their trust and love. 


२८. होटल मैनेजर (Hotel Manager) 


1, 
2: 


3. 
4, 


I have five years’ experience as Assistant Manager of the well-known 
Badshah Hotel, Bombay. 

Iam conversant with all aspects of Hotel management, from daily 
menus to security and from public relations to arranging conventions. 
I can speak English, Hindi, Punjabi and Gujarati fluently and know a 
little French too. 

I have polished manners and have the confidence to look after guests of 
status. 


२९. कम्पनी का वकील (Laywer for Industrial Concern) 


1, 


2: 


I already have five years' experience as Legal Adviser to Messrs Delhi 


Steel Industries. 
-have passed the L.M. examination and possess knowledge and 
experience of industrial legislation, Factory Act, Labour Code etc. 


On a number of occasions I have represented my company in legal 


disputes. , 
For a couple of years I have worked as assistant to Mr. F.M. 


Kanoonwala, the famous lawyer of Bombay, who has earned a name 
for himself in industrial legislation. 
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३०. प्रचार अधिकारी (Publicity Officer) 


1. 


Iam a graduate in Journalism from the Nagpur University and have 
done a correspondence course in Publicity, Public Relations and 
Advertising from the London School of Journalism. 


I possess a good knowledge of typography and lay-out. 


As Assistant Publicity Officer for Rose Cosmetics Ltd., I have 
conducted several successful advertisement campaigns. 


I am well-versed in printing and production techniques and also 
conversant with all publicity media like Press, Radio/T.V. 


३१. संवाददाता (Press Reporter) 


Ac RU m 


I have secured a Diploma in Journalism from the Punjab University. 
I can speak and write English, and, know Hindi and Punjabi well. 
I know typing too. 


I took an active part in the production of the students" newspaper 
brought out by the University's Department of Journalism. 


३२. सेल्स WANT (Sales Manager) 


1. 


2, 


w 


As Assistant Sales Manager I have a record of turning a long, sharp 
decline in sales into a continuous rise. 

My Master’s Degree in Commerce has given me requisite knowledge 
of book-keeping, accountancy and modern business methods, especially 
sales management. 

My experience of handling tough sales problems extends to ten years. 


I have an intimate knowledge of modern methods of publicity, public 
relations and advertising, all of which are pre-requisites to sales. 


३३. प्रवासी विक्रेता (Travelling Salesman) 


2; 
3. 


4. 


I have five years' experience in door-to 
products. 
I am used to travelling long distances all over the country. 


I am in excellent health which, 
salesman. 


I have acquired a polished and persuasive m 
converse effectively in English, Hindi, Punjabi 


-door sales of various consumer 


I believe in essential for any travelling 


anner of speech and can 
, Bangla and Gujarati. 


३४. एजेन्ट (Agent) 


it 


As representative of a cosmetic firm for a 
up personal contacts with all major toile 
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ll Maharashtra I have built 
t goods dealers in the state. 


9 
4. 


Iam wellacquainted with the details of the trade for which you 
require an agent. 

I am confident that my trade connections will result in a large turn- 
over for your firm in this region. 

We could negotiate the agency terms, and I would accept any 
reasonable offer. 


३५. एकाउन्ट्स ऐसिस्टेंट (Accounts Assistant) 


ll; 


2 
3. 


4, 


I have passed the S.S.C. examination and taken a Diploma in 
Accountancy. 

I have been an apprentice with Delhi Bank for the last 6 months. 

I can maintain all types of books and registers with regularity and 
accuracy. 3 

I have a legible and good hand and also know typing. 


३६. ATAUT (Lecturer) 


1. 
2. 


33 
4. 


I have taken my M.A. in English Literature, securing a high Second 
Division. ; 

Iam a writer and one of my books was chosen for an award by the 
Maharashtra Literary Conference. 

1 have fluency of speech. 

I like teaching and can create the students, interest, for their studies. 


३७. कापी राइटर (Copy-writer in Advertising Agency) 


1, 


2. 


Ihave done a correspondence course in advertising from the London 
School of Correspondence Courses. 


I have made a special study of the “copy” of leading Indian 
advertisers, and my paper on this subject was appreciated by the 


London School. . 
I have a flair for words and can produce forceful, appealing copy for 


any product or service. 
I have working knowledge of visualising, designing and lay-out for an 


advertisement. 


३८. अभियन्ता (Engineer) 


1. 
2: 


3. 
4. 


Iam a B.E. (Electrical) from the Poona University. 

I have worked as an apprentice engineer for 6 years with Hindustan 
Electric Company. ; 

I am familiar with all types of power generation equipment. 

My hobby is to design and make various small electrical gadgets for 


` everyday use in the house. 
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३९. विज्ञापन मेनेजर (Advertisement Manager) 
1. Ihave personal contacts with all major advertising agencies in Delhi. 


2. [also know many major advertisers. 


3. Y have experience of organising and coordinating the activities of 
advertisement canvassers in the interest of a large advertisement 


revenue. 
4, Ihave intimate knowledge of block-making, offset printing and various 
other production techniques. 


४०. शॉप ऐसिस्टेंट (Shop Assistant) 
1. Ihave passed the Higher Secondary Examination. 
A Į can converse in Hindi as well as English. 


I have a pleasing personality. 
4, Tlike being direct contact with people and am confident that I can be 
successful at the counter of any commercial establishment. 


४१. प्रफ-रीडर (Proof-reader) 
1. Ihave a sound knowledge of English and am very good at spelling. 
2. Iknowall the signs of proof-reading and can read proofs Without 


missing any mistakes. i 
3. Ihave read proofs at home for the New Book Publishing Company on 


an assignment basis. 
4. Jam conversant with various type faces and lay-outs for mapazines 


and book pages. 
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-L- मनन AOR CERT Pe 


i am 


इंटरव्यू के लिए बुलाबा 
(Call for Interview) 
प्रारंभ में आवेदनपत्र मिलने की तिथि, समय आदि का ब्योरा वें : 


1. Mr. Pravin Kumar, our General Manager, has asked me to acknowledge 
your application for the post of Publicity Officer, and to ask you to 
come and see him and Mr..Arun Shastri, our Marketing Manager, on 
Saturday, 1201 December, at 11 o’clock in the morning. 

2. With reference to your application for the post of Private Secretary to 
our General Manager, you are requested to call on the undersigned on 
Monday the 24th during working hours. 3 

3. In connection with your inquiry about the post of Marketing Manager 
in our organisation it would be nice if you could call on the undersigned 
to discuss matters some time next Tuesday. 

4. In reply to your application for the post ofatypist youare requested 
to present yourself for an interview and test on July 5, 1977 at 3 
o'clock in the afternoon. 

अंत में प्रमाणपत्र आदि की आवश्यकता हो तो बताएं : 

5, Please bring original testimonials and some specimens of your work 
with you. 3 

6. Kindly bring copies of relevant certificates. 

7. Please bring with you attested copies of testimonials and a character 
certificate. 

UTE TSS `a 
संदभ मागन वाल पत्र 
(Letters Taking up References) 
प्रारंभ: 

1, Mr. Kamal Kishore has applied to us for the position of Superintendent 
and we should be grateful if you could give us your opinion about 
his character and abilities. 


2. Mr. Nand Lal of your office has app plied for a post of Stenographer in 
this office and has referred you for information on his character and 
ability. 

3. Mr. Kamalakar Shastri has given us your name, in his application for 
the post of Junior Assistant, for reference regarding his character and 


abilities. 
J shall be most grateful for any information you give me. 


4, 
5. Please accept in advance my thanks for any help you'can give us. 
6. We shall treat as strictly confidential any information you are kind 


enough to give us. 
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प्रारंभ : 


संदर्भ मांगने वाल पत्रों के उत्तर 


(Replies to Reference Inquiries) 


I am pleased to avail this opportunity to speak in support of Mr. 
Sushil Chandra who has applied for a position in your firm. 


In reply to your inquiry concerning Mr. Arun Mehta I am pleased to 
say that he has been employed with me for the past three years. 

In response to your inquiry about Mr. Madan Mohan we are pleased 
to state that we have always found him to be trustworthy and reliable. 


I find it difficult to answer your inquiry about Mr. Krishna Chandra, 
as he is though a very reliable person, I cannot conscientiously 
recommend him for the vacancy you mention. 


In response to your enquiry I wish to state that an Anil Kumar is a 
man of high morals and integrity. 


I can recommend him to you with every confidence. 


We hope that Mr. Anil Kumar meets with the success we feel he 
deserves. 


Ishallbe sorry to lose his Services, but realize that his abilities 
demand wider scope than 1 can provide him. 


I consider him suitable for the post and strongly recommend his 
case. 
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प्रारंभ : 


अंत : 


नियुक्ति के पत्र 


(Appointment Letters) 


Following your interview last Monday I am writing to offer 

position of Sales Engineer. £ fer age the 
With reference to your interview last Tuesday with our Managi 
Director I am pleased to offer you the position of Publicity Officer T 
Referring your call on me on 3rd May, ] am pleased to offer you the 
post of Personal Assistant. 

I am writing to confirm the offer we made to you when you called on 


us Monday last. 
I am pleased to inform you of your success and selection for the post 
of Assistant Manager in our Organisation. 


Please confirm immediately your acceptance to this appointment on 
the terms stated and let us know if you can commence your duties 


from the Ist of the next month ? 
Should you decide to accept the appointment, please attend the Office 
at 10.00 A.M. on Monday and report to Mr. Prem Kumar. 


Kindly confirm your acceptance of this offer immediately. 
Please aknowledge and confirm your acceptance to our offer. 
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प्रारंभ : 


नौकरी से हटाने के पत्र 


(Letters Terminating Employment) 


I very much regret informing you that as a result of recognisation of 
this office, your position here becomes redundant. 


It is with much regretted that in view of the drastic cut in our staff 
that has been forced on us by the recent recession we shall no longer 
be able to keep you in employment. 


I am very sorry to say that we find it necessary to close down this 
branch office and have to ask you to look elsewhere for employment. 


We are sorry to inform you of the termination of your services with 
effect from the Ist of next month. 


We are regretful that we shall no longer be able to avail of your good 
services from the next month. 


It is a matter of great regret to us to terminate your services with 
immediate effect. 


I hope you will soon settle in some good post and extend my best 
wishes. 


We have been well satisfied with your services and hope you will soon 
find another suitable position. 


We are sorry that circumstances make it necessary for us to ask you 
to leave us. 


We thank you for the services you have rendered us and wish you 
success for the future. 


We shall see if the conditions improve and we can call you back, 
We wish you all success for the future. 
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तीसरा अनुभाग 
SECTION-III 


व्यावसायिक पत्र 
Business Letters 


15 
व्यावसायिक पत्र-व्यवहार के मूलभूत गण 


किसी भी कंपनी का अपने ग्राहकों के साथ संपर्क रखने का प्रमुख साधन व्यावसायिक पत्र-व्यवहार होता 
है--और कभी-कसी तो एकमात्र साधन. उद्योग-धंधे में कवि को काव्यमय शेली का प्रयोजन नहीं होता, आवश्यकता 
होती है इस बात को कि जो कहना है, वहो सरल शब्दों में कहा जाय, ओर उसे समझने में किसी-भो प्रकार की 
कठिनाई न हो. 

अच्छे व्यावसायिक पत्र-व्यवहार की कुंजी है सरल और स्वाभाविक भाषा का प्रयोग-_ Fa एक मित्र दूसरे 
faa को लिखता हो. इसलिए आपके पत्र अच्छे वार्तालाप ज॑से होने चाहियें. आप टेलीफोन पर एसा तो नहीं कहेंगे 
कि “It is regretted that the goods cannot be delivered today." आप कहेंगे“ am 
sorry we cannot deliver the goods today.” तो फिर पत्र भी इसी शेली में eat न लिखे जायें ? 


अच्छे लेखन के कुछ नियम : 

अच्छे व्यावसायिक पत्र-व्यवहार के कुछ मोटे नियम हम आपके लिये यहां दे रहे हैं, वे हैं : 

१. लिखते समय पत्र-पाठक का eur रखिये. उसको जिस जानकारी को आवश्यकता है वह स्पष्ट शब्दों 
में दीजिये जिससे उसे अंदाजा लगाने का प्रयास न करना पड़े. 

२. पत्र में प्रसंग के अनुकूल रुख अपनाइये. 

३. जैसा आप बोलते हैं वेसा ही लिखिये--सरल और आम बोलचाल को भाषा में. 

४- स्पष्ट ओर निश्चित लिखिये. व्यावसायिक पत्र में किसी भी प्रकार को संदिग्धता कभी नहीं आनो 
चाहिए. 

५. नन्ता से, मैत्रीपूर्ण भाब सें ओर सच्चाई से लिखिये. 

६. शब्दों का जाल न फैलाइये, लेकिन स्पष्टता ओर THAT के लिए अधिक शब्दों को आवश्यकता हो तो 
अधिक विस्तारपूर्वक लिखने से न हिचकिचायें. 

७. घिसी पिटी व्यावसायिक परिभाषा टालिए. 
, प्रभावशाली पद्धति से.लिखिये-सरल और care शब्दों के प्रयोग द्वारा, 
e. monotony दालिये-विविधता era. 
, अगर पत्र लंबा या विशेष सहर्त्वपूर्ण है तो सुनियोजित ढांचे के अनुसार लिखिये. 
, प्रारंभिक और अंतिम परिच्छेद का विशेष ध्यान रखिये-उनसे वाचक बिशेष प्रभावित होता है. 


१२. पत्र का एक बार फिर देखिये. 
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ये सब नियम महत्व के होने के कारण अब हम उनकी धिस्तार से चर्चा करेंगे : 
१. बाचक को आवश्यकता का ख्याल रखिये. 
अगर आपके पत्र को अच्छा प्रभाव पड़ता है तो वह पढ़कर वाचक को कंसा लगेगा इसकी पहले से कल्पना 
कीजिये, अपने आपसे सवाल पूछिये--''इसको आवश्यकता कया है? इसकी समस्या कया है? में इसका कया 
समाधान कर सकता हूं ?” ऐसी कल्पना कीजिए कि आप पत्र भेज नहीं रहे हैं बल्कि आया हुआ पत्र पढ़ रहे हैं. 
२. सही रुख अपनाइये. 
पत्र का जैसा उद्देश्य हो वेसा ही रुख होना चाहिये. पत्र लिखने से पहले खुद से पूछिये--''मेरे इस पत्र 


का उद्देश्य क्या है ?” ओर फिर उसके अनुसार रख अपनाइये--राजी कराने का, क्षमायाचना का, उपकृत करने 
का, खरो-खरी बात कहने का--जो भी हो. 


३. स्वाभाविक ढंग से और सच्चाई से लिखिये. 


न केवल दिल से लिखिए कितु ऐसा लिखिए कि वाचक महसुस करने लगे कि ag पत्र दिल से लिखा गया 
है. अने विचार अपनी हो भाष। में प्रकट कोजिए. ऐसा लिखिए कि यदि आपका पत्र टेलीफोन पर पढ़ा जाय तो 
अस्बाआविक न लगे, 


उदाहरण के लिए-- 
इसकी जगह ऐसा लिखिए-- 
1. I have pleasure in informing I am pleased to tell you (or, to 
you. say). 
2. Please be good enough to advise Please tell (or, inform) us. 
us. 


४. स्पष्ट और यथार्थं लिखिए. 


क्या कहना है यह पहले स्पष्ट रूप से सोच लोजिये, ओर फिर बह सरल ओर सुगम शब्दों में लिखिए. 
ऐसे, जैसे आप पत्र-बाचक के साथ बातचोत करते हों. वाक्य छोटे रखिए, however consequently इ. st« 
fae पिटे शब्दों के सहारे उनको लंबे मत बनाइये. 

५. quer बरतिये. 


THA का मतलब यह नहीं कि आप your kind inquiry, your esteemed order ह. fara 
बाक्यांशों का प्रयोग करें. THAT का मतलब ug है कि प्राप पत्र-वाचक के साथ शराफत से पेश झा रहे हैं, ऐसा 
उसे विश्वास दिलाने वाली आपकी शैली होनो चाहिए. उसके मन का आदर कीजिए, ओर आप कभी गलती नहीं 


कर सकते ऐसा मत सूचित कोजिए. अगर उसका कहना गलत है अथवा आपको अस्वीकार है तो भो उसको बुरा न 
लगे, ऐसे ढंग से लिखिये. 


६. शब्दों का जाल बिछाना टालिये. 
शब्द कम और वाक्य छोटे vfu. आजकल समय सबके पास कम होता है. 
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NX, 


उवाहरण के लिए-- 
इसकी जगह 

1, We express our regret at being ` 
unable to fulfil your order on 
this occasion with customary 
promptness. 
Under active consideration 
With reference to 
In connection with 


Aot 


ऐसे शब्दों का प्रयोग टालिए- 
1. It is will be appreciated that......--- 
2. It should be noted that.......-- 


ऐसा लिखिये 


We are sorry we cannot meet 
your present order immediately. 


Being considered 
about 
for 


७. व्यावसायिक क्षेत्र को घिसो fact परिभाषा टालिये, 


ug परि 


उदाहरण के लिए 
इसको जगह 
प्रारंभ : 
1, Adverting to your favour 


2. We beg to acknowledge 
3. Your esteemed favour to hand 


4. The favour of your early reply 
will oblige 


qeu. 
5. At your earliest convenience 
6. Enclosed please find 
7. Only too pleased to 
8. Take into consideration 
9. Your good self 
10. Under separate cover 


कुछ पुराने अंतिम वाक्यांश अब प्रयोग नहीं होते. इन्हें 


1. Assuring you of o 
2. Awaiting the favour © 
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भाषा कभी प्रचलित थी, लेकिन आधुनिक व्याबसायिक पत्र-व्यवहार में उसका स्थान नहों है. 


ऐसा लिखिये 


Referring to your letter 
We have received 
We have received your letter 


We would be glad to hear from 
you soon. 


As soon as you can 
I enclose 

Very glad to 
Consider 

You 

Separately 


नहें टालिए. उदाहरणाथ 


ur best attention at all times. 
f your early reply. 


८. प्रभावज्ञाली ढंग से लिखिये. 


व्यावसायिक पत्र की शेली सादा होनी चाहिये. शब्द सादे और परिचित हों. बड़े शब्दों की जगह छोटे से 
काम चलाना हो तो छोटे हो लिखिये. 


उदाहरण के लिये-- 
इसको जगह var लिखिये 
1. Communication Letter 
2. Terminate end 
3. Will you be good enough to Please 
4. Inthe near future Soon 
5. We will execute your order We will fulfil your order promptly 
expeditiously 
6. It gives me much pleasure I am pleased 


यथार्थ लिखिए. afaa शब्द प्रयोग न करें. उदाहरणार्थं, “We beg to aknowledge receipt 
of your favour" की ang लिखिए —“Thank you for your inquiry/quotation...... ह 


€. Monotony टालिये 


छोटे-बड़े वाक्य साथ-साथ रख कर, बोच-बोच में वाक्य-रचना का ढंग बदल कर, और भिन्न-भिन्न 
समाना्थंक शब्दों का चयन कर पत्र में विविधता लाइये. 


उदाहरण के लिए 
कभी ऐसा लिखिए तो कभी ऐसा 
1. Please let me know at once Should you be unable to deliver 
should you be unable to deliver the goods, please let me know at 
the goods. once. 
2. We noted with surprise the It was with surprise that we 
contents of your letter noted the contents of your 


letter. 
Qo. पत्र का ढांचा सोच कर रखिए. 
बहुत सारे व्यावसायिक पत्र छोटे और 'रुटीन' किस्म फे होते हैं. लेकिन कुछ पत्रों का ढांचा पहले से सोचकर 


रखना आवदयक होता है. उदाहरण के लिए, अगर feet सप्लायर ने आपकी निश्चित अवधि के अंदर माल 
सप्लाई नहीं किया तो आपको शिकायत का ढांचा इस प्रकार होना चाहिए--- 


A. पहले परिच्छेद में पत्र-वाचक के वायदे का उल्लेख. 

B. वायदा पुरा नहीं हुआ, यह कथन. 

C. वायदा पूरा न होने पर हुई असुविधा का निर्देश, 

D. वायदा अधिक देर न लगाते हुए पूरा करने का अनुरोध. 
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११. पहले और आखिरी प्रभाव का ध्यान रखिए. 

A. प्रथम परिच्छेद. 

पुराना ढंग छोड़ दीजिए. उदाहरणाय, In reply (With reference) to your letter की जगह 
I was glad to receive your letter लिखिए. 

B. आखिरी परिच्छेद. 

कोई छोटा सा मित्रतापूर्ण आइवासन देने वाला वाक्य आमतौर पर काफी है. उदाहरणार्थ, We shall 
deal promptly with any orders you place with us. Thanking you in 
anticipation इ. लिखने का पुराना ढंग छोड़ दीजिए. 


उदाहरण के लिए-- 
इसकी जगह ऐसा लिखिए 
1. Hopingto hear from you soon. I (we) hope to hear from you 
soon. 
2. Trusting this meets with your I (we) trust you Will approve of 
approval. this. 
१२. अंतिम नज़र, 


हस्ताक्षर करने से पहले एक बार पत्र को देखिए 

A. कया पत्र देखने में सुव्यवस्थित ओर आकर्षक लगता है ? 

B. हिज्जे की या विराम-चिन्ह की कहीं गलती तो नहीं ? 

C. क्या पत्र का आशय सरल, स्पष्ट है ? 

D. क्या पत्र स्वाभाविक ओर सच्चाई से लिखा लगता है ? 

E. क्या पत्र पाठक को आवश्यकता पूरी करता है ? 

F. क्या ऐसा पत्र पाना मुझे अच्छा लगता है ! 

अगर इन प्रश्नों का उत्तर 'हां' है तो आपका पत्र अब डाक में भेजने लायक बन गया है. 


195 


^ Hora ~ 


piv, (bu 


FS ET. E ६. 

WP, ] Tw 
Mp A rep 009), AR) 
u * " हर 
" "t a । 


! ' 


16 
व्यावसायिक पत्र का ढांचा 


पत्र फे भाग ` 
व्यावसायिक पत्र के सात प्रमुख भाग होते हैं : 

१. लेटर-हैड ५. मूल पाठ 

२. तारीख ६. सौजन्यपूर्ण अंत, 

३. अंदर का नाम ओर पता ७. प्रेषक 

Y. संबोधन Me 

१. लेटर-हैड 

आजकल सब कंपनियों के छपे हुए लेटरहेड होते हैं. आपका भी होगा. लेटरहेड कं 
सूचक है. उनसे पत्र फे पाठक पर उस कंपनी का अच्छा अथवा बुरा usum है. कब bar 
ढंग के आकर्षक लेटरहेड बनवा लेती हैं. आजकल कई शेलियों में लेटरहेड बनते हैं, लेकिन शेलियां भिन्‍न-भिन्‍न होते 
हुए भी सबसें समान जानकारी दी जाती है, जो इस प्रकार हैं--फर्म का नाम और पता, फोन नंबर peal 
सर्वोच्च अधिकारी का नाम और उसका पद, साथ हो यदि कंपनी फे नाम से व्यवसाय सूचित न होला a तो 
ब्यवसाय फे स्वरूप का विवरण भी दिया जाता है. " 

२. fafa 

fafa हमेशा दिन, भाह और साल के क्रम में पूर्ण ढंग से लिक्षिए, जैसे-- 

18th November 1977 

आंकड़ों में तिथि देना (s १८-१ १-७७) अच्छा तहीं समझा जाता. 

३. अंदर का नाम और पता 

औपचारिक पत्र में पाठक का नाम व पता ऊपर बायें कोने में लिखा जाता है. अर्घ-शोपचारिक (D.O.) 


पन्न में बह पत्र के नीचे बायें कोने में लिखने की प्रथा है. 
पत्र जिस अधिकारी को लिखना है उसका पद संपूर्ण पते के साथ लिखिये. उदाहरण के लिए--- 
The Marketing Manager, 
The Kumar Fan Company, 


Janpath, 
NEW DELHI-110001. 
यदि पत्र fret विशिष्ट अधिकारी के नाम से लिखना हो तो नाम के हिज्जे में गलतो सत कोजिये 


उदाहरण--चाम Samar Kumar हो तो Samir Kumar न लिखिए. 
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Y. अर्थ 
व्यावसायिक पत्र का अर्थ साधारणतया Mr./Shri. या Mrs./Smt. होता है. यदि पाठक डाक्टर, 
प्रोफेसर या सैनिक अधिकारी है तो Mr. को जगह उनके पद या व्यवसाय के अनुरूप अक्षर लगते हैं. 
उदाहरण के लिए-- 
Dr. J.D. Gupta Prof. A.R. Raj Col. B.S. Singh 
कंपनी फे मायने में Messrs लगता है, लेकिन तभो, जब उसके नाम में किसी व्यक्ति विशेष का नाम 
शामिल हो--जैसे, Messrs Mulkh Raj & Co.—aaar नहीं. 
अर्थ में ही यथायोग्य अभिवादन शब्द सम्मिलित होते हैं. व्यावसायिक पत्र में इसके लिए साधारणतया 
Dear Sir लिखा जाता है, अपरिचित पाठक के लिए यह पर्याप्त है, लेकिन परिचित पाठक के लिए Dear 
Mr./Sh7i...इस प्रकार अधिक मित्रतापूणं ढंग से लिखने को प्रथा आजकल चल पड़ी है. 
५. मूल पाठ 
यह पत्र का मुख्य भाग है. वह लिखते समय किन बातों का ध्यान रखना चाहिए यह अध्याय 15 में 
विस्तार से दिया गया है. 
६. सोजन्यपूणं अंत 


जैसा अर्थ हो वेसा अंत होना चाहिए. पत्र के लेखक व पाठक के बीच के संबंधों पर पत्र में लिखे जाने 
वाले अंत के शब्द निर्भर करते हैं. साधारणतया औपचारिक पद्धति में तथा अपरिचित व्यक्ति को Yours faith- 
fully लिखा जाता है, और परिचित व्यक्ति को अधिक मित्रता में Yours sincerely लिखा जाता है 
Yours faithfully की जगह Yours truly भौ लिखते हैं, लेकिन इसका रिवाज अब कम हो गया है. 
Yours respectfully अब बिलकुल नहीं लिखा जाता. 


अंत में हस्ताक्षर से पहले 1 am, I remain अथवा Thanking you इत्यादि वाक्यांश लिखने का 
पुराना ferra अब बंद हो गया है. 
७. हस्ताक्षर व पद 


हस्ताक्षर के साथ उपाधि या पद कभी लिखा नहीं जाता. उदाहरणार्थ, Mr. D.R, Gupta या 
Prof. R.M. Sethi ऐसे हस्ताक्षर मत कीजिए, इस नियम का एक अपवाद है-- पत्र लेखक अगर eat है और 
अपरिचित व्यक्ति को पत्र लिख रही है तो अपने नाम के पहले कोष्ठक में (Mrs. /Smt.) था (Miss) जोइती है. 


अधिकांश हस्ताक्षर पढ़ना मुहिकल होता है. इसलिए हस्ताक्षर के नीचे लेखक का नाम कोष्ठक में टाइप 
करने की अच्छी पद्धति चल पड़ी है. 


व्यावसायिक पत्र पर हस्ताक्षर के कुछ नमूने ; 
A. कंपनी फे वरिष्ठ अधिकारी के हस्ताक्षर: 
Yours faithfully, 
(हस्ताक्षर ) 
(टाइप किया हुआ नाम) 
Secretary/General Manager 
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B. प्राइबेट सेक्रेटरी/निजी सचिव : 
Yours faithfully, 
(हस्ताक्षर) 
(टाइप किया हुआ नाम) 
Secretary to (अधिकारी का नाम्‌/पद) 


C. कनिष्ठ कर्मचारी : 
Yours faithfully, 
for Sales Manager 
(हस्ताक्षर) 


ध्यान में रखने लायक अन्य विषय 
१. रेफरेम्स/संदभं 
कई लेटरहेड में संदर्भ संख्या के लिए खास जगह छपी हुई होतो है, जेसे-- 


ome 


Your ref : 


Our ref : 


लेकिन अगर यह नहीं है तो तारीख की पंक्ति में बायें तरफ रेफरेन्स नंबर लिखना अच्छा होता है, जैसे-- 
Ref. No. 14/Inf.-2-D/77 18th November 1977 
लेटरहेड में संदर्भ की गुंजायश न हो तो उत्तर के पहले परिच्छेद में उसका जिक्र किया जा सकता है. उदाहरण 

के लिए -- 


Dear Sir, 
Thank you for your letter No. 14/Inf.- -D/77 of 18th November. 


२. विषय का शीर्षक 

विषय का शीर्षक देने से पत्र पाठक की कंपनी में संबंधित अधिकारी को पहुंचाना सरल हो जाता है. जो 
विशेष प्रसंगों पर विषय-शीर्षक अवश्य लिखता चाहिए 

A, जब पाठक ने अपने पहुले के पत्र में शीषंक लिखा हो, और 


8. जब किसी एक विषय पर काफी पत्र-व्यवहार होते की संभावना हो. 


यह शीर्षक अर्थ के नीचे कागज के मध्य में लिखा जाता है. जेसे-- 


Dear Sir, 
Supply of printing paper 


३. “ध्याताकर्षण'' शीर्षक 


कंपनी के किसी विशिष्ट अधिकारी का ध्यान आकर्षित करना हो तो “For attention of” sitis 
लिखा जाता है. विषय-शीषंक के विपरीत यह शीर्षक पाठक के पते के नीचे कितु अर्थ के ऊपर लिखा जाता है. 
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उदाहरण के लिए-- 
The General Manager, 
Northern Travel Service, 
Connaught Place, 
New Delhi-110 001 
For the attention of ShriS. Kumar 
Dear Sir, 
4. Enclosure 
पत्र के साथ enclosure हो तो उसका निर्देश अवश्य करना चाहिए, तथा उसका स्वरूप wt बताना 
चाहिए, यह संकेत हस्ताक्षर के नीचे बायें कोने में दिया जाता है, जंसे-- 
Encl : Printed Pamphlet. 
५. जवाबी लिफाफा 
साधारण उद्योग-घंघे में तो इसकी जरूरत होती नहीं, लेकिन जहां आप स्वयं किसी सूचना की याचना 
करते हैं तब जवाबो लिफाफा पत्र के साथ भेजना fac व आवश्यक होता है. ik 
६. लिफाफे पर पता लिखना 


लिफाफे पर पता लिखते समय तीन महत्त्वपूर्ण बातों का ध्यान रखना चाहिए : यथार्थता, सुवाच्यता, और 
आकषंकता- इसी क्रम में, नमूना : 


The Managing, Director, 
Ravindra Engineering Works, 
123, Mahatma Gandhi Road, 
PUNE, 

Maharashtra. 


EM Managing Director, 
Ravindra Engineering Works, 


123, Mahatma Gandhi Road, 
Bombay-400 007. 


१. पते की पहली पंक्ति को ऊपर से करीब डेढ़ इंच जगह छोड़कर लिखिए. 

२. पाठक का नाम बिलकुल सही लिखिए/टाइप करिए. 

3. Road, Street इ. शब्दों का Rd., St., ऐसा संक्षिप्त रूप मत कीजिए, 
Y. शहर का नाम capital letters में लिखिए. 

Xe शहर का नाम विशेष परिचित न हो तो इसके नीचे राज्य का नाम लिखिए, 
& 


- पिनकोड मालूम हो तो अवश्य लिखिए, और पिनकोड के साथ ऊपर बायें कोने में Q.M.S. ऐसे 
बड़े अक्षरों में लिखिए. 


७. पत्र टाइप करने की शैली. 


पत्र टाइप करने की दो शेलियां हैं. एक को Indented शैली कहते हैं, तथा दूसरी को Blocked stat 
कहते हैं. Indented शैली में हरेक परिच्छेद का पहला शब्द कुछ जगह छोड़कर टाइप किया जाता है, Blocked 
शैली में जगह छोड़ी नहीं जाती, fag परिच्छेदों के बीच अधिक जगह छोड़ी जाती है. 


साधारण पाठक को Indented शैली अच्छी लगती है. उसका ख्याल है वह अधिक सुवाच्य है. Blocked 
शैली विशेषकर अमरीका में उल पड़ी है. कहा जाता है कि दिखने मे यह शेली व्यवसाय-पत्र के अधिक अनुरूप है, 
और इस शैली में टाइपिस्ट का समय बचता है. 
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व्यावसायिक THATS 
(BUSINESS INQUIRIES) 


व्यवसाय का प्रारंभ पूछताछ से होता है. 

पूछताछ के रुटीन पत्र में आप अपनी आवद्यकतानुसार-- कंटेलांग, सूचो, कोटेशन, नमूने आदि के बारे 
में ही लिखें, अन्य कुछ नहीं. 

व्यावसायिक पूछताछ करते समय निम्नलिखित बातों का विशेष ध्यान रहे. 


१. जो आपको पूछना है उसी प्रश्न से आरंभ करें. ऐसा करने से आपको कया चाहिए इसकी जानकारी 


पाठक को तुरंत हो जाती है. 
२. आपका प्रश्‍न छोटा और 'टू दी पॉइंट' हो. जितना कहना हो उतना ही कहें और रुक जायं.* 


फैक्ट्री से डीलर की पहली पूछताछ (संपूर्ण नमूना) 


(Dealer’s First Inquiry to Manufacturer about the Product) 


Dear Sir, A 
We learn from your advertisement on television that you 


manufacture a variety of childrens’ garments of terene, nylon 
and cotton. 

We would like you to send us details of your various ranges, 
including sizes, colours and prices, and also samples of the 
diflerent qualities of materials used. 

We are prominent dealers of childrens’ wear and are interested 
in expanding our present range and variety of stocks. 

When replying, please state terms of payment and trade discount 
you would allow on large purchases. 


Prices quoted should include delivery to above address. 
Yours faithfully, 


+ qur कुछ न लिखें. 
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उत्पादक को डीलर की पहली पूछताछ 
Dealer’s First Inquiry to Manufacturer about the Product 


प्रारंभ सें उत्पादित चीज के बारे में लिखें : 


i 
2. 
3: 


We have come to know from your advertisement in the press that you 
manufacture a comprehensive range of domestic appliances. 

We learn from your advertising campaign on the radio and T.V. that 
you make ready-made garments for childern. 

We have seen your display advertisement in the “Industrial Journal” 
and learn from it that you are one of the major manufacturers of 
machine tools. 


अब उत्पादित माल का ब्योरा मांगें : 


4. 
5. 
6. 


Could you kindly provide us particulars of these products, such as 
range, prices etc. and also send us samples ? 

We would be happy to have more information about the product in 
respect of prices etc., and also to receive samples. i 
We are interested in knowing if you could send us details of the 
product, such as prices for different sizes, and some samples of the 
materials used in their manufacture. 


प्रारंभ में शतें सम्मिलित भी की जा सकती हैं: 


a 


8. 


9! 


We understand that you are manufacturers of silk saris and would like 
to know whether you can supply us 100 silk saris at 15 days? notice. 
We seen your advertisement in the press and shall be obliged if you 
will send us particulars of the new range of plastic goods that you have 
produced. 

We would appreciate further information about your -maki 
machine advertised on the T.V. SS 


इसके बाद अपने बारे में जानकारी दें : 


10, 
ilit 


12. 


You will be interested to know that we are one of the largest i 
these goods in this area and wish to expand our range DEC 
For your information let us confirm that we are large-scale d 

j : : 1 > lers of 
various domestic appliances and are interested in s th 
ME tocking the latest 
We deal in all types of tools and are alway 


3n this line, s interested in new products 


अब व्यावसायिक शर्तों के बारे में पूछे : 


13, 


14, 
15: 


Kindly also let us have your terms of trade includi ; 
you can offer on large orders. Ing the best discount 


Please inform us on what terms you can make the supply 


We would thank you to also state in your repl 
as well as trade discount. Ply your terms of payment 
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16. We shall also welcome information on your term: 
V t m 
discount you normally give on bulk 1658, नि Gb payment and 


अंत में आपकी तरफ से कोई शतं हों तो बता दें: 
17. Prices quoted should include charges for delivery to above address 


18. We shall require delivery of the materials at our 
19. Payment of goods received is made through our P 


मंत इस तरह का भी हो सकता है : 
20. We look forward to hearing from you within t fi 
2 Ls the matter is urgent weon d oh Ro ERA 
y you can supply goods o the type and i i 3 
3 regular orders for large Cine nd quality required, we may place 
. We could enter into a permanent business relati ip i ; 
the goods supplied is to our satisfaction. s relationship jietheiguality of 


विज्ञापित माल के बारे में पूछताछ 
Enquiry about Advertised goods 


प्रारंभ में विज्ञापन की सूचना : 


1. We have seen the advertisement of i 
1 your ball-poin 
2. We have read the advertisement of dec T d B ii 
Soden ina recent issue of the Hindustan Times ? kr 
f ave recently seen a short i ; 
, produced ae your ar a N ce advertisement fiim that you have 
$ e feel interested in your new hai ic afi i i 
Men nion Monro after learning of its details 


विज्ञापन की प्रतिक्रिया : 
The advertisement, however, does not gi vent inf - 
; A: give suffic 
Although the advertisement gives the price, Pre edm s 


product are Jacking in it. 
The advertisement, however, is too brief to give much information 


about the product. 
A radio advertiseme 


shape of the pro n d 
A newspaper advertisement, owever, gives only a rough ide 
colour and shape of the product. gh idea of the 


nt, however, cannot give an idea of the colour and 


CORTES TO 


अधिक जानकारी फा अनुरोध : 
10. We would, therefore, appreciate further details. 
11. So please send full information. j 
12. So please let us have any printed literature that you have on the 


product. d ^ 
13. We would, therefore, request you to supply us your catalogue, price 
list and printed publicity material on the product. 
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14. 
lsh 


wa: 
16, 
W 
18. 
"e 


‘Please send us your entire product literature. 


Please send us. details regarding your range of products, production 
capacity, prices, delivery schedule etc. 


Samples would be particularly welcome. 

Could you also arrange a demonstration of the product ? 

We would also appreciate a cell by your representative. 

We look forward to a callin person to discuss the business projects 
of your product range. 


संक्षेप में अनुरोध : 


20. 


2]. 
22. 


We haveseen your advertisement in the Illustrated Weekly of India 
and shall be obliged if you will send us particulars of the handly TV 
repair kit you have advertised. 

We would appreciate further information abouf your new cooking 
table advertised in ““Eve’s Weekly". 

Please rush complete details of the office furniture, you advertised 
for in the recent issue of “Femina”. 


Retain के लिए पत्र 
Request for catalogues, price lists and samples 


प्रारंभ 
i 


e 
3; 


10. 


I have one of your executive tables in the office of a local firm and 
they have recommended you as makers of quality office furniture. 

I have a large domestic appliances retail business and am interested in 
the electric ovens that you are now advertising on the T.V. 

A friend of mine has recently bought from you an electric shaver, 
which I have liked very much. 

Your firm has been recommended to us by Messrs Kala Mandal 
Centre, with whom we have done business for many years, 

The other day 1 saw the pocket radio that you have recently introduced 
in the market. 

We shall be grateful if you send us samples and prices of your new 
range of shirting material. 


We are interested in your fancy table cloths and would a i ? 
you send us your catalogue and price list. Ppreciate if 
We have seen your advertisement; on TV and would be leased t 
receive your catalogue for the new ball pens you Have recently 
introduced. 

We have received an inquiry for hand painted neckties and would be 
obliged if you could send your price-list etc, 

Your advertisement for the multi-meter interests us, and we shall be 
obliged if you could send us complete details of the product at your 
earliest. 
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कास की बात : 


11. 
12. 


13. 


14. 
15. 


16. 


Iam particularly interested in furniture suitable for a small office 

We are particularly interested in art material of use to commercial 
artists. 

I need a similar machine, but a smaller one. 

With our sales organisation we estimate to give you a substantial sales 


turn over. 
Being in touch with foreign buyers, we could introduce your produets 


in export markets, too. 


So, could you please send me a copy of your catalogue and price li 
for your portable transistor sets and any descriptive Teale ler 
could give to prospective customers ? 

Please, therefore, send me a copy of your illustrated catalogue 

So please send me a copy of your catalogue and a ay à : 
that may help me to make the best chores for my neers information 
So please let me have your latest price list along with 

We await your information with interest. कप का EY 
We should appreciate an early reply. 

When replying, please specify your deliver schedule. 

Please say if you are in a position to s f 

they are needed urgently. upply the goods from stock, as 
We shall be particularly interested if you could offer discounts on bulk 


purchases. 


'क्रोटेशन' के लिए पत्र 
Calling for Quotations 
प्रारंभ में अपने व्यबसाय की जानकारी दें: 


1. 


WE v WD 


We have recently started manufacturi i 1 
would be needing Bus supplies of dry eee radio sets and 
We are large-scale fabricators of childrens’ 
to diversify into mens’ wear, Merens’ garments and now propose 
I shall be shortly opening a large c ; 
of china and glass ware. ge crockery store to stock a wide range 
We are whole-sale dealers of all types of cotton fabri 

abrics. 
We undertake door-to-door sales of small oo 


अब पाठक फे व्यवसाय के बारे में लिखें : 
6. Your representative, who called on us the other day, showed us a 


Ip 


sample of dry battery you have produced. 
We are aware that you manufacture a range of ? shirti 
e j r me 
suitings that might meet our requirements, - ne’ shirtings and 
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8. As you are a major manufacturer of glass-ware and crockery in the 
region we would like to receive our stocks from you, 


9. We shall be glad to include your products in our present range. 
10. The new soap developed by you could be a quite saleable item in our 
list of products. 
अपनी आवइयकता को जानकारी दें : 


11. Ifthe quality of your dry battery is good and the price reasonable, we 
may place large orders with you. 


12. We therefore propose to place a trial order with you. 
13. We could, to start with, stock Rs, 50,000 worth of your goods. 
अंत में कोटेशन भेजने का अनुरोध करें : 

14. So please let us have your quotation for 10,000 dry batteries, to be 
delivered over a period of one year. 

15. We therefore look forward to your quotation for the bulk supply of 
this item along with the terms and time of delivery. 

16. So please send us your quotation for the following items of crockery. 


17. You are therefore requested to send us your quotation for the bulk 
supply of this raw material along with your terms and conditions. 


18. Please let us have your best and confirmed offers, valid for two 

months, along with your delivery schedule. 
संक्षेप में इस प्रकार अनुरोध किया जा सकता है: 

19. Please quote for the supply of 100 cases of textile that yo , 
along with delivery time and other details. Verrius 

20. Will you please send me a quotation for the supply of of 
the terene shirting material in which you deal P Uo RU Hee 

21. We are writing to invite quotations for the supply of , 
socks and request you to reply by return of Pott. Mess Od 


22. Please send us samples and quote your lowest prices f, : 
material in which you deal. prices for the curtain 


23. A prompt reply would be appreciated, 
24. We hope your quotation is favourable e MY 
business relationship. nough to start a continuing 
25. All qutotation will be compared at 3 P.M, on 21st of De 
५ à cember 
26. As the matter is urgent we would like t inf, HE 
end of this week. o have the information by the 
27. If you can give us a really competitive 
large order. 
28. If your prices compare favourabl 
shall send you an order. 


Quotation, we wanted to place a 


y with those of other suppliers we 
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कच्चे माल की सप्लाई की पूछताछ : 
Enquiry about raw material Supply 


प्रारंभ में अपने व्यवसाय की जानकारी दें : 
1. We are large-scale distributors of plastic crockery and now propose to 
undertake manufacture of a variety of plastic goods, 
2. Weare Northern India’s leading steel utensils makers and impo 
sheets from West Germany for our purpose. port steel 
3. We are a manufacturer of synthetic cloth of various types and requi 
large quantities of nylon and terene yarn for the Soros require 
4. We have recently started the manufacture of small rubber items for 
which we shall be requiring bulk supplies of raw rubber. 
5. Weare at present engaged in manufacture of mens’ wear a 
regularly require, different qualities and designs of fabrics. S such, 


सप्लाई की पूछताछ : S 

6. We are, therefore, interested in knowing if you can make avai 

: a 
extruded raw plastic to meet our requirements, Gatch are as Peg 
7. As we are now seriously thinking of import substitution, we would 
like to know if you can meet our requirements of steel sheets 
specifications of which are as under... | 

8. So please let us know if you have the i 
i Rh vequited See capacity to supply ussuch yarn 
9. Please let us know if you can wholl i 
the details of which are as below. ee sats. vay 
10. We, therefore, request you to let us have sa ti 

Mo E N mples of your production 


11. On hearing from you in the affirmative w i : 
our requirements and other particulars. e shall give the details of 


12, m case Mus are in 3 position to meet our regirements please let us 
ow your terms and conditions regarding prices, trade discount 
delivery schedule etc. > unt, 
13. On hearing from you we can enter into detai iati 
; E 3 > etailed ne i 
prices, discount, period of delivery and such other MAU regarding 
14. Please rush the required details at your earliest. i 


सबंसाधारण पूछताछ : 
General Inquiries 
प्रारंभ : 
1. Please inform us on what term 
size nylon socks. 3 you can supply us 100 boxes of full 
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CN 


We understand that you are dealers in electrical goods and would like 
to know whether you can supply 100 tube lights immediately. 
We are told that you manufacture stainless steel utensils and wish to 
know whether you can supply us 100 Thalis from ready stocks. 


We look forward to hearing from you within the next few days. 

As the matter is urgent we shall appreciate an early reply. 

If you can supply goods of the type and quality required, we may place 
regular orders for large quantities. 
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व्यावसायिक पूछताछ के उत्तर 
(BUSINESS REPLIES) 


व्यावसायिक पूछताछ का उत्तर भेजते समय यह स्मरण रहे कि पत्र ऐसी भाषा में लिखा हो कि तुरंत 
सौदा त हो सकने की संभावना रहते हुए भी सवृभावना के संबंध प्रस्थाषित हो जायें । अगर पूछताछ पुराने प्राहक 
ने की है तो उसके समय सह॒कार्य को सराहें, अगर वह नये ग्राहक ने की है तो हषं व्यक्त करें और उस पूछताछ 
के परिणामस्वरूप एक नया और दोनों के लिए लाभदायक सिद्ध होने वाला व्यावसायिक संबंध प्रस्थापित होने की 


आशा व्यक्त करें : 


प्रारंभिक पूछताछ का उत्तर (संपूर्ण नमूना) 
(Reply to First’ Inquiry) 


Dear Sirs, 

We are pleased to receive your enquiry of 3rd December 
and herewith enclose our illustrated catalogue and price-list 
giving the details you have asked for. 

We are also sending you by separate post a full range of 
samples. It is our firm belief that after inspecting them you will 
agree that our . goods are both, very good in quality and very 
reasonable in prices. 

On regular purchases in quantities of not less than ten 
dozens per individual item we would allow you a trade discount 
of 30% and a special discount of 2% of the net price for 
payment within ten days from receipt of invoice. 

Because of their multiple utility and elegant finish our 
jotter pens are rapidly becoming popular, and after studying our 
prices you will not be surprised to learn that we are finding it 
difficult to meet the demand. 

But if you place your order before the month end we can 
guarantee delivery within two weeks of receipt of your confirmed 
order. em : 
We also invite your attention to our other writing and 
drawing materials, details of which you will find in the 

talogue. f T" 
m We very much look orward to receiving your orders and 
further enquiries. 


T kin ou, 
hanking y Yours faithfully, 
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प्रारंभिक पूछताछ का उत्तर : 
Reply to ‘First’ Inquiry 
प्रारंभ में पूछताछ पर हषं व्यक्त करें: 


1. 


2, 
35 
4, 


Thank you for your letter of 23rd May inquiring’ about our appliance 
range. 


We were pleased to receive your inquiry of 14th April for the dress 
material that we have recently introduced. 
We are pleased to learn from your letter of 30th October, 1977 that 
you are interested in our plastic crockery. 


We are thankful to you for your inquiry of November 10, and the 
interest you have shown in our organisation. 


बीच में माल तथा अन्य sri की जानकारी दें. 
अंत में व्यावसायिक संबंध प्रस्थापित होने की आशा प्रकट करें : 


5. We shall be pleased to send you any further information you may 
need. 

6. We hope you will be able to place an order with us. 

7. We shall deal promptly with any order you send us. 

8. Any orders you may place with us will have our prompt and careful 
attention. 

9. Your orders can be met. with immediately from stock. 

10. We have enough stock to be able to comply with your orders 
immediately, 

11. be sun the items in stock and can deliver as soon as we receive your 

12. iode confident that you will be satisfied with the quality of our 

13. We assure you of our fullest cooperation in future, too. 

कंटेलॉग के लिए प्रनुरोध का उत्तर : 


Reply to Request for Catalogue 
प्रारंभ में पत्र मिलने पर प्रसन्नता व्यक्त कर : 


We were very happy to receive your letter answeri à 
f 1 ering our adv t 
or mixers. g ertisemen 


2. Thank you for your enquiry of 15th November. 
3. . As very kindly requested in your letter of 10th September...... 
4. In response to your kind letter of inquiry dated 4th January 
5. We are obliged for your inquiry of 3rd J uly. d 
अनुरोध की पूति करें : 
6. In accordance with your request we enclose a copy of our illustrated 


catalogue. 
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10. 


Please find enclosed the catalogue for our domestic appliances. 

I take pleasure in enclosing a catalogue and current price list of ou 
mixers as per your kind request. r 
We are enclosing a few photographs and arranging to send you by 
separate post some of our samples to give you an idea of our range of 


products. 
The enclosed catalogue will give you the entire details of our 


products. 


ऊपर की दोनों बातें संक्षेप में इस तरह लिखी जा सकती हैं: 


11. 
12. 
13. 
14. 


15. 


PES pleastte in ac E MEM 
E ee to receive your inquiry of 13th December and enclose 
In reply to oes fish , we are sending you by separate post both our 
Samples of ons sth March, are being bo 2 e Man 


कैटेलॉग का ब्योरा दें : 


16. 
17. 
18. 
19. 


pod area aca e ee 
ro AU particulars of our terms printed on the back-cover of the 
ES catalogue will give you particulars of the item you have asked 
EGIT partie it En fhe Ed bd you want on page 10 of 


उत्पादनों का ब्योरा वें: 


20. 


Without any increase in fuel co ion it gi 
heat than earlier models. nsumption it gives out 15% more 
We feel the item illustrated on page 4 of the catalogue would suit your 


21. 
propose very well. 
22, All our current models are shock- tc 3 
economical in fuel Peu m proof, efficient in operation and more 
23. You can see from the illustrated 
given i an elegant case. catalogues that all our new models are 
» case you want a smaller size, th " Í 
d cee 17 of the catalogue. ere are many suitable ones listed on 
अंत में सौदा होते की आजा व्यक्त करें : Y 
25: We look uar to Airiai orden "ent magnon icodidquüge the High 


quality of our goods. 
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In case you desire a demonstration before placing an order, we shall 
be happy to receive you at our show-room any a qd. 


We have this and several other similar items in Stock and would be 
happy to show them to you if you can call on us, 


We do hope our catalogue and price list would enable you to place 
orders and establish trade relations with us. 


I hope the samples will reach you safely and in time. We look forward 
to your valued order. 


We hope to hear from you very soon. 
We look forward to hearing from you again. 
We hope you will take full advantage of our offer. 


We are allowing special terms to customers who place orders before 
the end of the current month. { 


विज्ञापित माल से संबंधित पूछताछ के उत्तर : 


Reply to Enquiry about Advertised Goods 
प्रारंभ में विज्ञापन पढ़ने की/धुनने की/बेखने की सुचना पर प्रसन्नता व्यक्त करें : 


1, 
2. 
S: 
4. 


We are happy to learn that 
today's papers. 


It is pleasure to know that you listen to our radio Programme in the 
commercial service of Vividh Bharati. 


We are pleased to hear from you that you have Seen and taken interest 
In our advertisement on the TV. 


It was nice to know that you have seen our short film on our latest 
product, 


you have noticed our advertisement in 


अधिक जानकारी प्रस्तुत करें : 


5. As the advertisement was necessarily very brief we Send you a print 
f roe iled inf 3 ed 

older giving detailed information about our new line of Products and 
their prices, 

6, We hope that literature herewith enclosed would give 
information you require about the product, Raro ow allithe 

7. Weare confident that the enclosed illustrated catalo ue and pri i 
would fill you up on the details of our products thar we Sod net 
include in the advertisement, 

माल का ब्योरा दें : 

8. As you will see from the catalogue, the advertised item will suit your 
requirement perfectly. 

9. As the catalogue will indicate to you, manufacture this popular product 
in a variety of sizes and colours, 

10. You will see from the folder that in 


addition to the advertised item we 
have many other Products you could profitably stock. 


212 


अंत में ade मिलने की भाशा व्यक्त करे: 

ae 0261 you paxo s required particulars of the product, may we 
12. Mey, Ru d D. S me place an early order for the goods 
13. A trial order is now very much solicited. . 
a EN CUN SUMAS c 


this fast-selling item in your stores. 
15. If you still want more information before placi 
: acin n 
representative would be happy to call on you at jour fenus our 


कोटेशन भेजने का पत्र 

Replies to Requests for Quotations 

प्रारंभ : ! 

1. We thank you for your inquiry of 3rd August, and are pleased to 


quote as follows : 
2. With reference to your inquiry of 5th November, we shall be glad to 


supply 100 pairs of nylon socks at the price of Rs. 7/- per pair. 

3. In response to your letter of yesterday we are happy to send you the 
following quotation for the goods in which you have shown interest. 

4. The prices of all items required by you are as given below. 

5. Weare submitting for approval our rates for all the items required by you, 


We trust you will find our quotations satisfactory and look forward to 
receiving your order. 
Please let us know by return of post if we may 


prices quoted. 
g. Asour stocks of these goods are limited we strongly recommend you 


to take advantage of this exceptional opportunity. 
9. As the prices quoted are exceptionally low and likely to rise, w 
advise you to place your order without delay. € would 
10. —e look forward to your approval of our rates and your trial order 


too. 


सामान्य पूछताछ के उत्तर 
Replies to General Inquiries 


book your order at the 


प्रारंभ : 

1. We are pleased to receive your inquiry of 3rd January for our n 
electric irons. ew 
We are gratified to learn from your letter of 7th March that you are 


2 
interested in our food products. 
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We are happy to see that you are interested in our products and would 
like to know more about them. 


It is a pleasure to know that you are interested in stocking our entire 
range of products. 


We thank you for the interest you have expressed in our products. 


We shall be glad to send you any further information you may 
require. 


We hope you will be able to place an order with us. 
We shall deal promptly with any order you send us. 


Any order you may like to place with us can'be met with immediately 
from ready stock. 


We have the item in stock and can deliver as soon as we receive your 
order. 


We are confident that you will be satisfied with the quality of our goods. 
We assure you of the earliest possible delivery and the best of 
quality. 


We assure you of our fullest cooperation in conducting business us, 
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सद्भावना-वर्धक व्यावसायिक पत्र 
(BUSINESS LETTERS PROMOTING GOODWILL) 


व्यावसायिक पत्रों की एक बहुत महत्त्वपूर्ण उदृष्टि होती है सद्भावना बढ़ाना. ऐसे पत्र केवल अवसर 


विशेष पर ही नहीं वरन्‌ प्रतिदिन लिखे जाते हैं. 
भावना-पत्र लिखते समय एक मोटी सी बात स्मरण रहे--आपके प्राहकों को, उनके व्यावसायिक हितों 


सद्‌ 
कते हैं, इसी में रुचि होती है. अतएव यह बात सदा सामने रखकर उनके दष्टि- 


की रक्षा के हेव आप बया कर सः 
कोण से पत्र लिखें : 
ऐसे पत्र का रुख शिष्टतापूर्ण और स्नेहपूर्ण होना चाहिए, यदि आपके लिए पत्र में थोड़ा सा 'पसंनल 


टच! देना संभव हो सके तो पत्र अधिक प्रभावशाली होगा. 


उत्पादक का सद्भावना-पत्र (संपूर्ण नमूना) 
(Manufacturer’s Goodwill Letter) 


Dear Sir, 

Thank you so much for your letter of 3rd July, 
pleased to send you herewith the catalogue and 0705 doles 
The catalogue is our latest, and we have spared no 


asked for. : ) | 
efforts to make it both attractive and informative. 


May we suggest that the next time you are in B 
should be bn opportunity to show you our क i ae 
you would see for yourself the high quality of materials and 
workmanship that go into our products. an 

It would also enable you to become acquai 5 
latest in plastic goods and aquire inetedum ERI ER M 
information for your customers. eru 

If we can be of service in any way, please feel free to let us 


know. 
Yours faithfully, 


215 


उत्पादक का सद्भावना-पत्र 
Manufacturer’s Goodwill Letter 


प्रारंभ में पाठक की पूछताछ पर हर्ष व्यक्त करे : 


1 
Ze 


3. 


We are grateful to you for your letter of 10th May. 
It was a pleasure for us to receive your letter of Sth August, 1977. 
We are so pleased to have your letter of the 3rd. 


wa जवाबी कार्यवाही की सूचना दें : 


अब कुछ सद्भावनापूर्ण तथा व्यवसायवर्धक सुझाव दें : 


8. 
D 
10. 
11. 
12. 


Ta Oh ON AF 


In accordance with your request we herewith send you our catalogue 
and price list. 

Accordingly we have sent our catalogue and price list under separate 
cover. 

This catalogue is our latest and we have tried to make it as attractive 
and informative as we can. 

This is our latest price list and. we hope it will show you how 
competitive our prices are. 


We very cordially invite you to visit our factory whenever you are in 
Bombay. 

We do hope you can pay a visit to our factory so that we could show 
you our high-quality raw material and our excellent workmanship. 
May we suggest that your visit to. our plant would enable you to get 
acquainted with the latest trends in ready-made garments. 

We sincerely feel that the information you can collect on a visit to our 
factory would prove interesting as well as useful for your clients. 

A visit to our factory would definitely help you to understand better 
our way of working and the extraordinary features of our product. 


अंत में अपने योग्य और कोई सेवा पूछे : 


13. 


14, 
15. 


16. 
17. 


If there is anything more that we could do for you, please do not 
hesitate to say so. 
Please tell us what else we can do for you. 

e end we would request you not to hesitate ^ . 
iie more that ved Soad like us to do for Son. say if there is 
Please let us know if we can be of any service to you, 
We should be too pleased to be of any service to you, 


देर से प्रत्युत्तर का स्पष्टीकरण 
Letter explaining late Reply 
प्रारंभ में खेद जाहिर करें : 


i 


I am sorry we cannot send you immediately the catalogue and price-list 
for which you have asked in your letter of 12th May. 
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2. Please forgive us for not being in a position to send you immediately 
these samples you require. 

3. I regret that there has been some inevitable delay in replying to your 
kind inquiry. 

4. I beg to be excused for not giving a prompt response to your request 
for a demonstration. 


fasia का कारण स्पष्ट करें : 
5. Supplies of our new catalogues are expected from the printers in two 
weeks time, and as soon as we receive them we will send you a copy. 


The unfortunate delay was caused by my being away on tour for the 


6. 
past one week. 
7. We have unexpectedly run out of stocks of samples, and:as soon as 


they are replenished we shall be sending them to you. 
8. Our technical representative, who gives the demonstration, was ill for 
the last one week, and hence we could not arrange an early 


demonstration for you. 


अंत में क्षमायाचना व्यक्त करें : 
9, Ihope you will bear with us for this short period. 
10. Ido hope you will not mind this slight delay on our part. 
11. I regret the inconvenience this delay may have caused you. 
12. We request you to please bear with us for the time being. 


अप्रिय जानकारी का पत्र 
Letter of unwelcome news 


प्रारंभ में स्नेह प्रहित करे : 
1. It was good of you to let me see your manuscript on “Business Letter 
Writing". 


2. Thank you indeed for the sample of your product that you sent us, 

3. Iam grateful to you for the sample “copy” that you prepared for the 
advertisement we want to release. 

4, You were certainly prompt in despatching your catalogue and price-list 
in response to our enquiry. 


प्रशंसा के साथ खेव व्यक्त करे : 

5. I was impressed with the care with which you have written on 
subject, and I would have certainly accepted it for publication had ER 
not released a very similar book only last month. 

6. The product is certainly nice, but unfortunately it does 
specifications. á PED New qut 


217 


7. The advertisement "copy" is certainly a Very good effort, but this is 
not the type of advertising that we have in mind. 


5 our catalogue and price list are certainly very informative, but they 
: tuns that your prices are not suitable for the market in which we 
operate. 


अंत में खेद व्यक्त करें : 


9. Iam, therefore, most regretfully 
10. Iam sorry to have to disappoi 
11. [am sorry I am not in a 
12. Lam really Sorry we are 


returning your manuscript. 
nt you. 


position to utilise your services this time, 
Dot yet equipped to sell your fine product. 
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व्यावसायिक धन्यवाद के पत्र 
(BUSINESS LETTERS OF THANKS) 


व्यवसाय में धन्यवाद के पत्र लिखने के अवसर बहुत आते हैं. बे É— 

१, नये ग्राहक के पहले आर्डर पर. 

२. पुराने ग्राहक के बड़े आडंर पर अथवा सदेव ही आडंर मिलते रहने पर. 

३. तुरंत भुगतान पर, अथवा. 

४, कोई व्यावसायिक सेवा अथवा सलाह सिलने पर. 

मे पत्र छोटे भले हो हों, लेकिस उनमें आपको कृतता की सच्चाई प्रतिबिबित होनी चाहिए. पाठक wt 
ऐसा प्रतीत होना चाहिए कि आप जो लिख रहे हैं बही सोच रहे हैँ, 

mana के पत्र में किसी विशिष्ट व्यावसायिक बात का उल्लेख न करें, नहीं तो पाठक ऐसा भहसूस 
करेगा कि आपका धन्यवाद केवल अधिक व्यवसाय प्राप्त करने का बहाना मात्र है. 


पहले आर्डर पर धन्यवाद का पत्र (संपूर्ण नमूना) 
(Letter of Thanks for First Order) 


Dear Sir, 

I trust you have already received our formal acknowledge- 
ment of the order you so kindly placed through your letter of 
2nd August. Since this is your first order with us, I feel, T must 
write to tell you how happy we are to receive it. We very much 
appreciate the opportunity you have given us to supply the 
goods you need. 

J hope our handling of this order will encourage you to 
do more business with us and thus lead to a happy and lasting 
association between Us. We shall certainly do our best to 


it so. 
make , Yours faithfully, 
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- पहले आर्डर पर धन्यवाद का पत्र 
Letter of Thanks for First Order 
प्रारं में आडंर मिलने पर धन्यवाद दें और हषं व्यक्त करें : 
1. We Thank you most sincerely for your order and would be despatching 
the goods by Monday. 
2. Weacknowledge with thanks your order of 13th November, and 
herewith enclose our invoice No. 4321. 
3. We are very happy to inform you that the goods you ordered on 5th 
March, 1977 have been sent to you today by passenger train. 
अंत में ग्राहक को संतोष होने को ata जाहिर करें : 
4, We feel sure you will find these goods satisfactory in every way and 
perfectly suited to your needs. 


5, We trust the goods will reach you safely and in good time and that you 
will be satisfied with the quality. 


6. We hope to have further orders from you in future too. 

7. We have been very happy to serve you and look forward to receiving 
your further orders. 

8. We hope you will be well pleased with the goods and that we can 
establish a pleasant and lasting business connection with you. 

9. We expect this order to be followed by many more. 


10. May we hope that this order is the happy beginning ofa pleasant and 
fruitful business relationship between us. 


11. With this first order we look forward to an era of heathly business 
relations with you. : 
बड़े AST पर धन्यवाद पत्र 
Letter of Thanks for Large Order 


प्रारंभ में प्रसन्नता व्यक्त करें और धन्यवाद d: 


1, I wanted to write to you personally to say how very much we 
appreciate the unusually large order you placed with us yesterday and 
to thank you for your continued confidence in us. 

2. "This is just a personal note to say thank you for the lar 
have so kindly placed with us as a mark of your confide 

3. Thank you so much for your large order. 
expression of your confidence in us. 


4. We are thankful to you for such a substantial order and the trust you 
have maintained in us. : 


ge order you 
nce in us. 


We are so happy at this 


अच्छे संबंधों का आश्वासन दें: 
5. We have always valued the happy working relationship that has existed 


over 50 Many years between our two firms and shall do our best to 
maintain it. 
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8. 


Our business relationship with 
your firm has always b 
pleasure for us, and we shall do everything we En to reed $ 
rhe arm friendship ae Eas een established between our ped 
emely valuable fo 
Seen it y r us and we shall always do our best to 
We assure you of our fullest cooperation i intaini 
f c inm 
established business relations between us. Wem on 


अंत में फिर से प्रसन्नता व्यक्त करें अथवा धन्यवाव दें : 


Ch 
10. 


IIE 


Believe me, it is a great pleasure to serve you 
Let me assure you that your confidence 1 ज 
. . 1 
wie n us will always be respected 
Thank you again for this fine expression of your continued trust in us 


अविलंब अदायगी के लिए धन्यवाद 
Thanks for Prompt Settlement of Accounts 


प्रारंभ में gaaat व्यक्त करें और धन्यवाद d: 


1, I must write to you to say how much we i 
न appreciate t à 
: eee you have settled your accounts ता de n 
2. is is just to give yo i f : x 
Broad, give you our very sincere thanks for settling our bill so 
3, Thank you so much for your promptness i i 
s 
during the past financial year. prompiness Ei unt 
4. We thank you for your prompt settlement of all our outstanding bills 
अदायगी फे लाभों का जिक्र करें » 
5. The prompt payment is especially appreciated 
accounts were quite large sums. र because a number of the 
6. Your payment has been of great help to us at a time when 
" ; Ives 
have been faced wiih heavy commitments connected with the P aie 
of our business. QUERER EAS 
7. The promptness of your payment is indeed a proof of the high level of 
your business ethics. 
8. Your prompt payment has enabled us to be equally prompt in our 
payment to others. 
9. The promptness of your settlement of accounts is in keeping with your 


अंत में सतत सहकार्य की आशा प्रकट करें : 


10, 
11. 


12. 


high reputation in this respect. 


to give us the opportunity to serve you. 


We hope you will continue है 
flects your satisfaction with our services to 


We trust this promptness re 
you. AN A 
Please rest assured that it is a matter of pleasure for us to be of service 
to you. 
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13. We do hope our business relationship continues to prosper in future, 


too. i 


14. Iam sure we can count upon such splendid cooperation from you also 
in the future. 


15. We need not assure you that such splendid cooperation will have a full 
response from our side. 


व्यावसायिक सेवा के लिए धन्यवाद 
Thanks for a Service Performed 
प्रारंभ सें घन्यवाद d: 
1. Thank you so much for returning the draft of the catalogue we propose 
to send to our customers along with your detailed comments on it. 
2. This is to thank you most sincerely for your valuable suggestions 
regarding our proposed publicity folder. 
3. Iam writing this to express my sincere thanks for your valuable tips on 


how we could modify our product to suit your requirements and secure 
your order. 


4. We are grateful to you for your advise to improve the quality of our 
product. 


5. The types you have provided us will definitely help us modify and 
improve the quality of our product, > 


हेषा का उल्लेख करें : 


/ 6. Weare indeed grateful to you for the great trouble you took. 


7. I realize the value of time to a busy person like you and hence 
appreciate all the more your willingness to spend so much of it for us. 

8. Your detailed examination of our proposal would indeed be immensely 
useful to us. 


9. Icanonly say that we shall greatly benefit by this service that you 
have so kindly rendered. 


10. The modifications you have suggested will certainly make our product 
more useful and more popular. 


अंत में फिर घन्यवाद दें : 


11. Thank you again for your very useful suggestions, 


12. Please accept our thanks again for this kind service, 
13. Ido hope we shall be a 


c ble to repay your kindness in some form or the 
other in the near future. — 


/ 
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बिक्री-वर्धंक पत्र 
(SALES PROMOTION LETTERS) 


बिक्री पत्र ('सेहस लेटर') विज्ञापन का एक बहुत ही 'सिलेक्टिव' स्वरूप है. इसको अपनी एक ऐसी 
विशेषता है जो अखबार में छपनेवाले विज्ञापनों में नहीं होती. इसकी विशेषता यह है कि जिसको जिस वस्तु विशेष 
की आवश्यकता होती है उसकी जानकारी उन्हें ऐसे पत्रों के WISH से देना सरल तथा संभव होता है. उदाहरण 
के लिए डाक्टर को दवा, गृहिणी को गृहोपयोगी वस्तुएं, दफ्तरों को दफ्तर में काम आने वालो चीजें आदि. 


अच्छे बिक्री पन्न के चार उदूष्टि होते हैं- 
१. afa पैदा करना. 

२. इच्छा Fat करना, 

३. बिश्वास दिलाता (to convince), 
v. पग उठाने के लिए उद्यत करना, 


नये उत्पादन का परिचय (संपूर्ण नमूना) 
(Introducing a New Product) 


Dear Sir, 
We believe you will be interested in the new detergent 
wder that we have just introduced in the market. The powder 
is the result of months of painstaking research, and are confident 
that it will revolutionise the concept of cleanliness in the 
kitchen. 


We have despatched a generous sample to you and invite 
We are sure the results 


ou to test it to your entire satisfaction. 
will convince you of its merits. 
From the enclosed list of prices of packings of various 
sizes you will see that they are extremely competitive. 
Special terms are available on trial orders placed before the 


end of the current month. 
So, may we look forward to receive your kind advice at 


your earliest convenience ? 
Yours faithfully, 
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नये उत्पादन का परिचय 
Introducing a New Product 


प्रारंभ में नये उत्पादन की जानकारी वें : 
1. May we take this opportunity to introduced to you the new can-opener 
that we have put on the market ? 


Please permit us to tell you about a revolutionary new concept in 

safety devices that we have recently marketed. 

3. The product is the result of painstaking research and exhaustive 
laboratory tests. 


4. The product is the result of a revolutionary concept put to practical 
use. 


5. We hope the great utility and superb finish of the product will convince 
you of its ready saleability. 

6. The-sales appeal of this new 
obvious to need only elaboration 


i) 


product of great general utility is too 


अब स्वयं quest देने का अनुरोध करें : 
7. We have taken the liberty of sendin 
yor inspection. 
8. We have sent you a sam 
it to any test you like. 


9. We are confident the product will stand the closest scrutiny on your 
part. 


10. We have confidence that your inspection and testing of the sample 
would prove to you the high quality of this product. 
इसके बाद मूल्य तथा आथिक शर्तों आवि का ब्योरा d: 
lf. The enclosed folder on the new 
competitively it is priced. 
12. The accompanying „Price list for packings of various sizes will assure 
you that we have priced this new product very reasonably. 


13. "We can offer special terms even for trial orders provided they reach us 
before the end of this month. 


14. We can allow regular trade discount on a trail order if it is large 
enough. 


£ you a sample of the product for 


ple portion and would welcome your putting 


product will show you how 


अंत में ट्रायल आर्डर के लिए अनुरोध करें : 


15. So we hope you will place a trial order for this product by return of 
post. 


16, So kindly send us your advice per return of mail. 
17. We look forward to receiving a trial order soon, 
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उत्पादन के लिए ग्राहक प्राप्त करने के लिए पत्र 


Soliciting a Customer for a Product 


प्रारंभ में पाठक से पूछताछ करें : 


1. 


3. 
4 


5! 


6. 
T. 


Do you want pure and fresh butter at a moderate price ? 

Would you like to have a complete kitchen machine that would save 
your time and energy by half ? 

How would you like to be one of the most interesting and best- 
informed men in the community ? 

Do you know of the only place where you can have a look at the latest 
range in Mysore silk saris ? 

How would you like to be known as the house-wife with the most 
elegant crockery in town ? 

Do you want your dinner party to be a delicious success ? 

You want to go on a vacation, but do you have to suffer the 


botheration of planning it ? 


अब अपनी सेवा की जानकारी वें : 


13, 
14, 


The Pure Product Dairy will meet all your needs. 

Our ‘Kitchen Master’ is the very thing that you need. 

You can achieve this enviable distinction by reading our newly publi 
“Treasure-House of General Knowledge". Sipe 
Come to ‘Silkalaya’, our emporium, and see them all in a breath- 
taking display. 

Our exquisite, hand-painted 50-piece dining set will i i 

that distinction. Š pertain SIE yon 
All you have to do is to read our “Fabulous Recipes". 

Just leave all the arrangements to us and relax. 


उपलब्ध सेवा का अधिक ब्योरा दें: 


15. 
16. 
17. 
18. 
19. 
20. 


Manufactured with the latest machinery, Pure Products butter possesses 
a flavour of its own and a natural, delcious taste. 
Pure Products butter has successfully passed all tests in Government 


laboratories. 
This unique domestic appliance is easy to handie, clean efficient in 


operation and economical in power consumption. 
The demand for this appliance is growing so fast that soon it is 


expected to exceed production. $ 
This fascinating digest brings you facts from all over the world to 


enrich your knowledge. 
If you are looking for a fund of valuable general knowledge in one 


place, this is the book for you. 
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27. 


28. 


All these saris are for you—a lovelier you. 

Nowhere else can you find such expensive saris at such inexpensive 
prices. 
This dinner set is meant to give your parties a special status that your 
guests will not easily forget. 

In these exquisite pieces the arts of the potter and the painter have 
come together. 

The book is veritably an unending feast. 

Jf you want to find international masterpieces of the culinary art at one 
place, this unique cookery book is what you are looking for. 

The minutest detail your holiday will be planned for you with 
meticulous care. 


Reservations, bookings, entertainment, tickets—we take care of 
everything. 


अंत में सेवा का अनुरोध करें : 


29. Lest you should be too late, register with us your name and requirement 
without delay by posting us the enclosed order form. 

30. You are cordially invited to a demonstration of the machine at your 
earliest convenience. 

31. We could let you have a copy on an “on approval" basis. 

32. Just one visit is all you need to be fascinated. . 

33. There is a laid-out dining table in our show-room—come and see how 
gorgeous it looks. 

34. Book your copy before it is too late. 

35. So why not drop in at our office for a chat ? 

सेवा के लिए ग्राहक प्राप्त करने के लिए पत्र 


Soliciting a Customer for a Service 


प्रारंभ में पाठक की आवश्यकताओं की जानकारी होने को सूचना दें : 


1. 


We have been informed by M/s Vishal Bharat Suppliers Ltd., that you 
are looking for a competent clearing and forwarding agent to handle 
your inward consignments. 

We learn that you require the services of a well-equipped printing press 
to handle the large number of books you propose fe brite out Hi the 
coming year. 


I have been told that you are on the look-out for a representative with 
good contacts to handle your liaison with Government departments in 
Delhi. 
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4. 


3h 


We understand that you require the services of a tax consultant to look 
after the filing of your tax returns regularly. | 

व्‌ have come to learn that you require the part time services of an 
accountant look after the proper maintenance of your account books. 


अपनी सेवाओं का सुझाव d: 


We take pleasure in placing our services at your disposal and providing 


6. 
you with the best facilities. 

7. We are happy to say that our large printing establishment is capable 
of handling your publication programme. ; 

8. You will be glad to know that my experience with liaison work over 
the past many years is at your disposal. 

9. It would be a pleasure for me to be of service to you. 

¢ y 

10. offer and guarantee you prompt and efficient service. 

अपना ब्योरा दें : 

11. We are associated with this business for many years and possess ample 
experience in this line. 

12. Our staff is well-versed in the relevant procedures and all work 
entrusted to us will be carried out with efficiency and promptness. 

13. We have successfully handled similar assignments from leading 
publishers in the past, and the high quality of our work has been 
praised by all of them. 

14. My contacts in this field have been profitably used by many leading 
business concerns. à ‘ . 

15. We are enclosing herewith details of our handling charges, which are 
very competitive. ; : x 

16. We are prepared to provide you special facilities, should such a need 
arise, at a very nominal charge. | ed 1 

17. We also have modern block-making acilities available in our press. 

18. Our rates for Various types of jobs, both letter press and offset, are 

'- enclosed, which you will agree, are very competitive. 
19. For m ‘competence in this field I take pleasure in referring you to 
1 MEM achine Makers Ltd. and Messrs Rang Nirman Ltd., for both 
of whom I have done considerable work of this type. 

20. Not to praise myself, I wise to inform you that several big and reputed 

, DO have appointed me as their taxation consultant. 

में तेवा ली जाने की उम्मीद व्यक्त करें : i 

aI We are looking forward to hearing from you. - 

22. We therefore, hope that you would like to avail of our services. 

22. w A therefore expect to be given this responsibility ? 

ry, So i I express the confidence that our association would prove 

$ ial ? ; x M 
i 12022 p a very much appreciate a trial of our services. ` 
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उत्पावनकर्ता हारा डीलर को पेशकश 
Manufacturer's Offer to Retailers 


प्रारंभ में पेशकश की सुचना दें : 
1, Improved methods of production now enable us to offer you our range 
of toilet soaps at reduced rates for large quantities. . 


2. We are happy to announce that a recent addition to our production 
capacity now makes it possible for us to offer you our quality cosmetics 
at reduced rates for large orders. 


3. You will be happy to learn that certain new food preservation 
techniques, we have introduced in our processing plants, have 
significantly cut down our production cost, and we would certainly 
like to pass on this benefit to our dealers. 


पेशकश का व्योरा दें : 


4. Details of the price reduction are enclosed, from which you Will see 
that the average price reduction is five per cent. 


5. As our prices are quoted c.i.f. Delhi you will agree that they are 
below those of all other manufacturers. 


6. The new prices are for minimum orders of Rs. 1000 and are effective 
from the first of the next month. 
अन्य जो संबंधित ara लिखनी हों : 


7. The quality of our product of course remains unchanged. 


8. Of course the same fine material as before will go into the making of 
our products. 


9. Immediate despatch is guaranteed, as we hold ample stocks. 
अंत में सेवा की अपेक्षा व्यक्त करें: 


10. We appreciate your past custom, and look forward to serving you 
again at the new prices. 


li. We are sure that the new prices will encourage you t ill bi 
13025 हर th p Be you to place still bigger 


12. We hope this reduction will place our business ionshi ; 
more firm footing. relationship on a still 


13. We hope you will utilise this reduction t fi 
Cee OF Dom OT lon to the fullest extent to the 
मूल्य बढ़ने की सूचना 

Notifying Price Increase to Retailers 

प्रारंभ में नये मूह्य की सूचना दें : 


I. With effect from the Ist of next month, the pri 
will be raised by 10%. prices ofall our products 
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We have regretfully to announce a 10% increase in the price of our 
plastic good from next month. 

We have most reluctantly decided to raise the prices of our electric 
wires by 5% from the 15th of this month. 


मूल्य में हुई वृद्धि पर लाचारी जाहिर करें: 


4, 


7. 


We very much regret this increase, which we had to effect in accordance 
with a directive from the all India Metal Product Manufacturers’ 
Association. 

We are sincerely sorry for enhancing the prices, of our products, but a 
steep rise in the cost of essential raw materials has forced us to take 
this unpleasant step. 

We would certainly not have taken this step had not the Government 
subjected the raw materials we require to heavy taxation in the new 
budget. 

This increase become unavoidable because of the rising cost of labour 
and increased cost of raw materials. 


स्तर क्वालिटी का आश्वासन दें : 


However you can rest assured that there will be no change in the high 


8. 
quality of our products. 

9, However, even with this increase our products will be lower in price 
and better in quality than those of our competitors. 

10. The high quality of our products will, however, remain the same. 

मविष्य के संबंध के बारे में लिखें : 

11. Our new price-list is at present under preparation and will be sent to 
you when ready. 

12. Being our regular customer, we shall change yon our old rates for all 
order placed and received in our office before the 15th of next 
month. 

13, We do hope that our business relationship will continue to be as 
active as before. 

14. We assure you of the same prompt service that we have been rendering 
in the past. ; : 

15. We do hope you understand the compulsion behind the present step 


and continue your trade relationship with us. 


सामान्य बिक्री-पत्र 
General Sales Letter 


प्रारंभ : 


it; 


We are taking the liberty of sending you a copy of our latest catalogue 
and price list. 
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10. 


11. 


As you have placed many orders with us in the past, we have decided 
to make you a special offer. à 


Wefeel you will be interested in the new plastic products which we 
are shortly going to introduce in the market. 


Having just made a special purchase of ready-made shirts on very 
favourable terms we are able to offer them to you at very attractive 
prices. 


We have recently bought a large quantity of presentation articles on very 
advantageous terms and would like to offer them to you at the following 
attractive prices. 


We hope you will take full advantage of this exceptional offer. 


We are most anxious to serve you and hope to hear from you very 
soon. 


We are offering you an article of the highest quality at a very reasonable 
price and hope you will take the opportunity to try it. 


We feel sure you will find a ready market for this excellent product 
and that your customers will be well satisfied with it. 


We will happily arrange for our representative to call on you if you 
will complete and return the enclosed enquiry form. 


We shall be pleased to welcome you to our showroom at any time to 
give you a demonstration. 
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22 
माल मंगवाने के पत्र 
(ORDERS FOR GOODS) 


“आर्डर-लेटर' के दो आवश्यक गुण ~—accuracy और स्पष्टता (clarity). यदि इन दोनों में से एक 
में भी कोई कमी हो तो उससे आपका ही नुकसान हो सकता है. 
पत्र से आर्डर देते समय नीचे की बातों का ध्यान रखें-- 
1. माल की मात्रा, कीमत इत्यादि अन्य विवरण की पूरी details 3. 
2. माल भेजने की आपकी शर्तें स्पष्टता से लिखें--जगह, तारीख, भेजने का तरीका आदि. 
3. अगर प्रारंभिक बातचीत में रुपयों की अदायगी के बारे में कोई फैसला हुआ हो तो उसको पत्र में 
स्पष्टता से दोहराइये. 


माल मंगवाने का आर्डर (संपूर्ण नमूना) 
(Placing an Order) 


Dear Sirs, 

We thank you for your quotation of 13th September and 
are pleased to place with you an order for 100 items each of 
the variety you have quoted in your letter. 

In the case of such delicate goods there is no need for us 
stress the need for adequate packaging. 

You are requested to forward the goods by rail to New 
Delhi, where they would be taken delivery of by our 


representative. 
. The packages should be clearly marked with our name and 


the R/R forwarded to us without delay. 
If this trial order is satisfactorily executed we propose to . 


place larger with your firm. 
At the same time we have made it clear to you that in case 


the goods do not reach us by the 15th of next month we reserve 


the right to refuse taking delivery...... 
Trusting you will give this order your prompt and careful 


attention. Yours faithfully, 
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साल मंगबाने का सर्वसाधारण ATET 
General Letter for Placing Orders 


We thank you for your letter of 2nd July and would be glad if you 
accept our order for the following goods : 


2. We confirm our telephonic conversation of this morning and enclose 
our official order for the following : 
3. Weare obliged for your letter of 1st May, and hereby place our order 
for the items listed below : 
4. Kindly send the following items as quickly as possible and charge to 
our account : 
5. Weagree to the prices you have quoted in your letter of yesterday and 
hereby request you to send the said goods immediately. 
6. The prices quoted in your letter of 3rd March are satisfactory. Please 
arrange to deliver the following items at once : 
7. Please let us know we may expect delivery of the goods ordered on 
15th November. 
8. We shall be glad to know when the goods for which we have placed 
our order with you will be delivered. 
अंत : 
9. We hope to receive your advice of delivery by return of post. 
10. Please acknowledge this order and confirm that you will be able to 
deliver the goods before month-end. 
11. We shall be grateful for prompt delivery as the goods are needed 
urgently. 
12. Please oblige by giving an early delivery. 
13. A prompt execution of our order is expected. 
14. The goods will be delivered to us in time, we hope. 
केटेलांग से ast 


Placing Order from Catalogue 


प्रारंभ में अपनी आवश्यकता की सूचना दें : 


1. 


2, 


3; 


Please send me by V.P.P. the following machine tools as listea in your 
most recent catalogue. 


Thank you for your catalogue, from which I would like to order the © 


following items. 


1 have gone through your new catalogue and would request you to send 
me the items listed against the following numbers. 
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कंटेलांग के व्योरे के बाद पेसे के प्रबंध का उल्लेख करें : 
4. Enclosed is my cheque for the total amount of Rs. 50/-. 
5. Iam enclosing herewith a crossed cheque for the requisite amount. 
6. The V.P.P. will be accepted for the amount indicated. 
7. Please let me know the manner in which you require payment. 


अंत में आडेर की पूति का अनुरोध करें : 
8. Ishall appreciate your giving this order prompt attention. 
9. Kindly execute this order at your earliest convenience. 
10. Please despatch the goods on receipt of this order. 


विज्ञापित माल के लिए आर्डर 
Placing Order for Advertised Goods 


प्रारंभ में विज्ञापन का उल्लेख करें : 

1. I have seen the advertisement of your new tape recorder in the 
Hindustan Times of August 4, and would like you to send me one. 

2. Ihave listened to the advertisement of your latest publication “Rapidex 
English Speaking Course” on the radio and would like to have two 
copies by V.P.P. 

3. Ihave seen the advertisement of your appliance “Kitchen Master’ and 
hereby place an order for one. 


भेजने के पते आदि की सूचना दें: 
4, Kindly send the books to the address given above. 


5, Please despatch the article to the following address : 


6. One of the two pieces is to be sent to my address given above and the 
other to the following address : 


अंत में तुरंत कार्यवाही का अनुरोध फरे : 
7, Kindly execute this order immediately as I have to go out of station 
next week. 
g. Please attend to this order urgently. 
I hope you will despatch the article at your earliest, as it is very much 
needed. 


233 


आर्डर की प्राप्ति की सूचना 


Acknowledgement of an Order 
प्रारंभ में आडंर सिलने पर gu व्यक्त wi: 


ile 
2: 


3: 


We are very pleased to receive your order No. 123 for 20 immersion 
type water heaters. 


Thank you so much for your order for 50 pieces of our latest well 
decorations (No. 4 B in our catalogue). 


This is to acknowledge with thanks the receipt of your order for 2 
dozen “Constellation” neckties and handkerchiefs to match. 


माल भेजने की सूचना दें : 


4. 


By 


6. 


As all items were in stock we have despatched them to you today by 
passenger train. 


We have taken your order in hand for immediate production and are 
confident that we shall be able to execute it in time. 


The goods are being packed on a priority basis and will reach you by 
due date. 


ऊपर की दोनों बातें संक्षेप में इस तरह लिखी जा सकती हैं: 


7. 
8. 
9, 
10. 


11, 


12* 


15. 
16, 


We thank you for your order of 28th July and will despatch the goods 
by this week-end. है! 


We acknowledge with thanks your order of 5th: May, 1977 and enclose 
our invoice No. PL-840. 


We are pleased to inform you that the goods included in your order of 
13th April have been sent to you today by passenger train. 


We are sorry to have to tell you that we cannot supply the goods you 
red on 3rd August because of an unfortunate break-down in our 
plant. 


We are pleased to inform you that goods against your order No. 
B-401 have been sent by rail today. 


Please note that the goods which you ordered on May 2, 1977 are 
now ready for despatch and we await your instructions, 


We have given instructions to Messrs Bharat Goods Movers to forward 
the undermentioned consignment to you by rail. 


In view of the urgency we have sent the goods today by passenger 
train and they should reach you day after tomorrow. 


The goods were sent to you this afternoon by express railway parcel, 
To avoid the risk of frequent handlings we have sent the goods by 
road, 
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अंत में अधिक आर्डर प्राप्त करने की आशा व्यक्त करें : 


17. 
18. 
19: 
20. 
21. 


22: 
23. 


24. 


25. 


We hope the goods will reach you in good time 

the pleasure of further orders from on V wl de DURUM c 
We hope our promptness in the execution of your ord ill: 

you to give us more business. ij OE Sor 
We hope you will give us many more opportunities to be of service to 
you. 

We feel sure you will find these goods satisfactory in ev 

and perfectly suited to your needs. 4 Fey ea 
We trust the goods will reach you safely and in good ti 

you will be pleased with them. 1 3 MR Ho. 

We hope to have further orders from you as time goes on. 

We have been very happy to serve you and look forward to receiving 

your further orders. 

We hope you will be pleased with the goods and that we can establish 

a pleasant and lasting business connection with you. 

We are pleased to inform youthatthe goods hev 

today and hope for repeat orders. 3 ven शी 


माल भेजने की सूचना 
Intimation of Goods Despatched 


प्रारंभ में माल भेजने की सूचना दें: 


Please note that the 25 sweaters you ordered on 14th October will be 


1. 
despatched tomorrow by rail to Bombay for shipment j 
Trader which leaves for Colombo on December rd. 1 MM. ० 

2. Enclosed is our invoice for the artificial wool blankets ordered on 6th 
February. : 

3. The goods you ordered have been despatched today by passenger trai 
and the R/R alongwith a copy of the invoice have wee sent brought 
the Mercantile Bank, Bombay. 

4. In compliance with your order of 7th March, we have ioday sent the 
parcel of goods by passenger train and have forwarded the docunments 
through your bankers. 

5, We are sending the ordered goods by our trucks and forwarding 
herewith our bill in duplicate. 

6. We take pleasure in informing you that we have today sent the 
following goods as per your order by V.P.P. 

इस्तावेज का ब्योरा d: Sieb कली कप 
close our invoice and shal! present s ipping documents and 
Um tee wate through the Chartered Bauk, as agreed. agau, 


draft for acceptance 
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We enclosed herewith our invoice and draft Rs. 2,000 in your favour 
at 60 days sight. 


R/R No. 508352 dated March 5, 1977 with a copy of our invoice No. 
518 been sent to your Bombay office. 


We have forwarded the R/R through the Punjab National Bank, Karol 
Bagh Branch, Delhi, which may kindly be collected. 


The documents have been forwarded through your bankers and a 
copy of the invoice enclosed for your prior information. 


Please honour the documents on presentation. 

The V.P.P. may kindly be retired on presentation. 

Our bill No. 541 for Rs. 198/- is sent herewith in duplicate. 

Please collect the R/R against payment. 

In accordance with the terms of payment agreed, we have surrendered 


the documents to the Indian Trade Bank Ltd., who have accepted our 
draft for Rs. 1500/- at 60 days’ sight. 


साल के संबंध में लिखें : 


17. 
18. 
19. 
20. 
21. 
22, 


23, 
24. 


25. 


These sweaters have been made from the finest lamb's wool and you 
will find that they are of excellent value. 


We feel you will find that the consignment supports our claim to sell 
the best sweaters of their kind at the price. 


The goods have been packed in four special cases lined inside with 
waterproof cloth. 


The machines are to your exact specifications and are securely packed 
in strong wooden boxes. 


Each machine has been thoroughly tested and carries our full guarantee. 
Our technical representatives in Bombay will be pleased to advise you 


on any point fitting or maintenance, they also hold an adequate stock 
of spare parts. 


We are sure the goods will reach you in order. 


We have confidence that you will be satisfied with the quality of the 
goods and their sales appeal. 


We trust that the goods will reach you in excellent condition. 


अंत में पारस्परिक व्यावसायिक संबंध में वृद्धि की आशा व्यक्त करें : 


26. 


27: 


We hope the goods you receive will encourage you to entrust us with 
further orders. 


We appreciate your desire to entrust us with further business and are 
confident that the excellence of the goods despatched will prove a 
strong inducement in this direction. 
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98. We assure you that any further orders you ma i ; 
attended to with similar care and ku Yanlege with: usyprill tbe 


आर्डर के मुताबिक माल भेजने में विलम्ब 
Delay in Execution of Order 
प्रारंभ में आर्डर के लिये धन्यवाद और विलम्ब के लिये क्षमायाचना करे: 

1. We thank you for your order of 3rd November for 100 “ -Hot” 
food cases, but regret that we are unable to execute the ig EOD 
stock, owing to recent heavy demand for this popular appliance. 

2. We are most thankful to you for your order for 500 pi 
item in our, colon: but TERISI to say there will be P sighs aus a 
executing this order because of exce tionally he for d 
the local market. P y heavy demand for it in 

'3. We gratefully acknowledge your order of the 3rd of thi 
2 EA UU pete of the imperial, variety, but must BRE B 
some delay in the execution of this order because of i : 
difficulties faced by our suppliers. iS 
We thank you for your order for electric irons, but 
cannot supply them immediately because of a fire in ae Se we 
5. We were glad to receive your order of 2nd December, but 
regret that we are at present out of stock of the make es 
because of the exceptional demand for electric heaters due to the 
prolonged cold weather. 
6. Much to our regret a strike of transport companies in Delhi i i 
some delay in the despatch of a number of लिन ONSE 
goods you ordered on 5th August are among those held up. d 


अधिक समय का अनुरोध करें : 
7. Our suppliers have however, undertaken to replenish our stocks within 
a week, and we trust that it will not be inconvenient for you to allow 


us this extension. 

g, Weare, however, taking urgent steps to execute your order and shall 
be able to deliver the goods in not more than 15 days time. 

9. However, we hope to make the delivery in three weeks' time and hope 

you will bear with us till then. 
आर्डर कायम रखने की आशा व्यक्त करे : 
10. Please confirm that the revised schedule is acceptable to you. 
We do hope the slight delay will notcause you too much 


1. i 

; inconvenience. 

12. We would be grateful if you confirm your order as per the revised 
schedule. 
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13. 
14. 


ish 


16. 


We very much regret this delay and trust you Will appreciate our 
helplessness in the matter. 


Meanwhile we apologize for the delay and trust it will not cause you 
serious inconvenience. 


We are indeed sorry not to be able to meet your present order 
immediately and hope that in the circumstances you will bear with 
us. 


Meanwhile we regret the delay and hope you will understand that it is 
due entirely to reasons beyond our control. 


आडंर के मुताबिक माल भेजने में असमर्थता 
Inability to Execute an Order 


प्रारंभ में आडंर प्राप्त होने के लिये धन्यवाद दे : 


1. 


2. 


3. 


We thank you for your order of 4th May for 20 “Executive” revolving 
chairs to be delivered by the end of July. 


This is to express our thanks for placing with us an order for 20 pieces 
of our “Tiptop” cooking tables to be delivered in a month's time. 


We acknowledge with grateful thanks your order for 500 “Toddler” 


baby frocks in assorted sizes and colours to be delivered by 14th of 
August. 


agaga पर खेद प्रकट करें : 


4, 
5. 


6. 


We, however, regret we would not be able to execute it because of 
extremely heavy earlier commitments. 


But we are sorry to say that the glasses of the make you have ordered 
are completely out of stock. 


However, we are afraid that our present heavy commitments would 


prevent us from executing your order even if you were kind enough 
to extend the date of delivery by some months. 


gå वस्तु (या उत्पादनकर्ता) का सुझाव दें : 


ik 


8. 


J: 


10. 


. junior executive revolving chairs, if you accept them. 


We could, however, supply the same number of our “Comfort” type 


But plain glass tumblers of the same hi 
you could accept them. 


Perhaps Messrs Woodcraft, who also make office 
your order. 


However, Messrs Fancy Glass Products mi 
meet your requirements. 


gh quality are available, in case 
furniture, could fulfil 


ght be in a position to 
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अंत में फिर से सेवा का अवसर मिलने की आश्ञा व्यक्त करे : 
11. We sincerely hope you will give us another opportunity to be of service 
to you. 
12, May we hope there will be another opportunity to serve you ? 


पप्तंद-नापसंदगी के आधार पर माल का ऑफ़र 
Ofer of Goods on Approval 
प्रारंभ में पहले की बातचीत का जिक्र करें : 
1. Confirming our telephonic conversation of this morning...... 


2. In accordance with our discussion with your representative, Mr. M 
Varma, on the 3rd of this month...... ; 


3. As per instructions in your letter of 5th December... ... 


माल भेजने की सूचना दें : 
4. Weare herewith sending you on approval a ‘Tru-taste’ coffee perculator, 
the retail price of which is Rs. 125/- only. 


5. ...we have sent you by rail a sample consignment of 10 pairs of our 
*Nylotex' socks, the retail price of which is Rs. 9.50 per pair. 
6. ..we have despatched to you by train two lemon sets of our latest 


*Royal Blue' variety. 


पहली बातचीत का ब्योरा दें; 
7. As agreed, we have arranged to leave the piece with you for a period 
ks, and if by then you have not found a customer for it, it 


of two wee ) 
is understood that you may either return it to us at our expense or 


retain it at 30% discount on the retail price. 
8. Incase you retain the piece we shall require se 
one month. 
9. Itisagreed that in case you cannot sell these in one month from today 


we shall accept them back at our expense. 
10. It is understood that goods sent on approval can be accepted back 
' only if received in good condition and within the stipulated time. 


ttlement of accounts in 


माल भेजने m लिये अधिक समय का अनुरोध 
Request for Extension of Delivery Period 


अधिक समय की आवश्यकता पर खेद व्यक्त करें : 
tremely sorry to have to ask for an extension of delivery 
Minore of your ye No. 314/52 dated 5th August 1977. 


प्रारंभ में 
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2 


3: 


We very much regret to say that we are at present not in a position to 
execute your order within a week as per your stipulation. 


We must most reluctantly request you to extend the delivery period of 
your order No. 63/4 of April 1, by at least a month. 


विलम्ब का कारण स्पष्ट करें : 


4. 


The recent strike in the transport industry has very much disrupted 
our despatch work for some time. 
Owing to a sudden strike in our mills our stocks have been 


considerably deplored and the work force necessary to replenish them 
is not yet available. 


The extension has become necessary because there is a temporary halt 
in our production due to the installation of new machinery. 


अंत में क्षमा प्रार्थना करें तथा साथ ही आइवासन भी दें: 


m 


8. 
p 


10. 


11, 


May we therefore request you to wait for at least two weeks more, by 
which time we shall be able to supply the goods. 


We shall be grateful for your indulgence in this respect. 


We are however confident that we will be able to effect delivery by the 


15th of next month and hope that this schedule will meet with your 
approval. 


We assure you that all orders will be handled in strict rotation and 
we shall do our best to expedite delivery. 


We hope you will realise that the delay is due to circumstances 
beyond our control and shall very much appreciate your allowing us 
this additional time, 


आपूर्तिकर्ता की ओर से दूसरी वस्तु का ऑफ़र 
Substitute for Supplier’s Order 


प्रारंभ में ange पर हषं व्यक्त करें : 
1, 


We were glad to learn from your letter of 8th May that ave 
decided to place a large order for number of items in 4 EUN 


2. Thank you for your letter of llth April, enclosi f 
metres of our ‘Sky blue’ terene shirting, sıng your order or 50 

3. We are grateful to you for placing an for 50 bi 
‘Playmouth’ toy cars, placing order for 50 pieces of our 

quét बस्तु देने का कारण स्पष्ट करें ; 

4. All the items ordered are in stock except white lace hand ief 
Stocks of these were sold out after we quoted for them and arde 
will take another four weeks. 

5. We are sorry to say that because of constantly changing fashions we 


have discontinued the manufacture of this dress material. 
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6. 


You will however be interested to know that we i 
now produce 
more attractive range of toy cars, the ‘Space Ship’ models: oe 


दूसरी वस्तु की पेशकश करें : 


7. 


As you required urgent execution of your order we have taken the 
liberty of substituting white chikan handkerchiefs of comparable 
quality. 

In its place we can offer you our new “Jaipur Pink” brand of rayon. 


We therefore suggest that this product could be of greater interest to 
your clients, and we can supply it in adequate quantities at short notice. 


quet वस्तु के गुणों का व्योरा वें : 


10, 
11, 
12. 


13. 


These new handkerchieves have immediately caught the fancy of ladies 
of fashion in the local market. ! 

This new dress material has become instantly popular with the 
younger generation. 

These new toy cars are not only more attractive to look at but are 
built to last longer. 

At the low price of Rs. 10 a metre this dress material is much cheaper 
than terene and just as attractive in finish. 


अंत इस प्रकार हो सकता है: 


14. 
15. 
16, 


17. 


We therefore hope that this substitution is acceptable to you. 

We are confident that this substitute will bring you better business. 

In case, however, you donot want this substitute, please return it at 
our expense. 


In case, however, you do not want 
take it back at our expense and rep 
ment as and when it is available. 


this substitute, we shall certainly 
lace it with your original require- 


मूल्य कम करने से इंकार 
Refusal to Reduce Price 


प्रारंभ में खेद व्यक्त करें : 
proposal of 5th July to our 


1. 


2: 


our counter 


f dered 
We have carefully considered y ur ०000 much regret that We cannot 


offer of nylon children’s wear, 
accept it. 

We have carefully 6 
prices we have quote 
that it is not feasible. 


on fora reduction in the 


xamined your suggesti t 
y come to the conclusion 


d but have reluctant! 
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3: 


Having given due thought to your proposal of 23rd April regarding a 
reduction in our prices for the goods you require we regret to say that 
it is not possible for us to accept it. 


इंकार का कारण स्पष्ट करें: 


4. 
5: 
6. 


4. 


The prices we have quoted in our letter of 3rd June leave us with only 
the smallest of margins. 


Our prices are in fact lower than those of our competitors for goods 
of similar quality. 


The cloth we use undergoes a special process that prevents shrinkage 
and increases durability. 


The fact that we are the largest fabricators of children’s wear in this 
state is in itself evidence of the good value of our products. 


As we have already agreed to a large discount, a further reduction is 
not possible. 


We submit that our prices are very competitive inspite of the fine 
material and workmanship that go into our products and there is 
really no scope for further reduction. 


अंत में संबंध बरकरार रहने की आज्ञा व्यक्षत करें : 


10. 
11. 
12. 


13. 


If you still feel cannot accept our original offer we hope it will not 
prevent you from contacting us again. 


We shall always be glad to hear from you and consider any proposals 
that might lead to business between us. 


However we shall always welcome any future opportunity to serve 
you. 


We, however, always look forward to your cooperation in the future, 


आडेर तोड़ देना (समाप्त करना) 
Cancelling an Order 


प्रारंभ में आर देने का उल्लेख करे: 


1, 


2: 


Kindly refer to our letter of 30th June, by which 

to supply us 100 cardboard boxes of TENS: 10 de Eos you 
Your Delhi representative Mr. Arun Kumar ma h inf à 
that we have placed with him an order of 10 dozen brass eye ties 
listed as “Deluxe” in your price catalogue, elt-buckles 
We -had given you an order for supplying us 10 Til Oi 
Rs. 8/- per kg. by the 30th of this month. barrels of Til Oil at 


With reference to our order No. 17 dated 3rd January 
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5. Please refer to our order placed with your representative Mr. Man 
Mohan on the Ist of this month. 


अब आडेर तोड़ देने (समाप्त करने) की सूचना दे: 
6. Kindly consider this order as cancelled. 
7. This order now stands cancelled as per this letter. 
8 
9 


We now regret having to cancel our order with you. 
We very much regret having had to send youa telegram cancelling 


order. 
10. Weare now compelled to cancel our instructions to you. 


11. We request you now to consider our order as cancelled. 
12. We request you to please treat the said order as cancelled. 


MST तोड़ देने (समाप्त करने) का कारण स्पष्ट क्रें: 
131 NT as the delivery time for the same has expired since long. 


date more goods. 


15. The cancellation has become necessary because the goods sent by you 
are not in confirmity with the samples shown to us by your representa- 
tive while booking the order. 


16. This necessity has arisen as through oversight, our store-keeper failed 
to make an entry receipt of five dozen belts received last month, and 
thus our stock register did not show the correct position at the time 
of placing the order with you. 


17. Till now we have not received the goods nor any reply from you, 
` although the time of delivery has expired. 


intimated to you that in case the goods arrive after 


ead, A : à 
e a a s they will be refused and this date is now past. 
iust come in possession of stocks of an outgoing 


e 
Be ae PES erede low figure, as a result of which our require- 
ments are fully met with for this So 40 ; . 
been compelled to take this decision since according to the 
20. We have ket reports, the price. of this oil has dropped sharply in 
Bi UE of abundant import of a substitute. 


प्रविष्य के लिए आं shing, which may occur in about 


need replen 
ur Mp "s Seay cut to make good to you the loss of 


अंत में 
० 
2]. As soon as 
three months, W 
this order. 
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22. 
23, 


24. 


25. 


26. 


We will let you have our instructions for other supplies in due course. 


We assure you that you will receive further orders from us as and 
when occasions arise. 


In case you incur any loss on this account please debit the amount to 
our account and include the same in our next bill. 


Should you incur any loss on this account, we will arrange to re- 
imburse the same as early as possible. 


We shall, in order to reimburse your losses, favour you with an order 
for other items on your list, very shortly. 
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Dear Sirs, 


23 


आर्डर के बारे में शिकायतें 
(COMPLAINTS RE : ORDERS) 


शिकायत करते समय पत्र का ढांचा इस भ्रकार रखें: 
१. प्रारंभ में शिकायत करने की आव्यकता पर खेद प्रकट करें. 


2. आर्डर देने की तारीख, माल पहुंचने की तारीख और जिस माल के बारे में शिकायत है उसका 


विवरण दें. 
३. अपनी शिकायत का कारण लिखें, ओर स्पष्टीकरण को मांग करें, 


४. आपको जो असुविधा हुई हो उसका उल्लेख करें. 
५. माल को ठीक करने के लिए ख्या करना चाहिए इसका GATT दें, 


माल न मिलने की शिकायत (संपूर्ण नमूना) 


(Report of Non-Delivery of Goods) 


Re: Order No. P/42 
lst February that the 


You informed us by your letter of 2 
synthetic wool sweaters supplied as per the above order had 
been despatched. But we regret to say that they have not yet 


reached us. ४ 
We expected them a week ago, and on the basis of advice 
the despatch promised immediately 


from you regard ing fi 
delivery to a number of our customers, who naturally feel that 


we have let them down. 
We now require these sweaters urgently to fulfil our 


commitments. So will you please find out from the Railways 
what has happened to the consignment and let us know when 


we may expect delivery ? 
We are also making our own inquiries at this end. 
Yours faithfully, 
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साल न पहुंचने पर आपूर्तिकर्ता को शिकायत 
Complaint to Supplier about Non-Delivery 


प्रारंभ में आडेर का जिक्र करें : 


1. 
2. 
9: 


On 5th of June last I sent you an order for 50 copies of “Rapidex 
English Speaking Course." 


Kindly refer to our letter of 3rd July, by which we had placed with 
you an order for two dozen Kashmir silk saris. 


As per our order No. 8-14 dated 27th of last month we had placed 
an order for 50 velvet cushion covers of. standard size in assorted 
colours. 


समय की पाबंदी का उल्लेख wi: 


4. While placing the order we had stressed the importance of delivery 
by 20th June at the latest, the date on which the new School Session 
was due to begin. 

5. We had ordered these as we wanted to display them in a Sari 
exhibition in the Grand Hotel here next Monday. 

6. We were expecting to receive them in a week’s time and had 
accordingly made commitments to our retailers. 

7. We had given you the delivery date on the basis of i 
to our verious chints. y Aaa o atment 

माल न मिलने का उल्लेख करे : 

8. I have, however, received no ack: 

"pede: EN nowledgement of the order, nor have 

9. As of today, however, the goods i 
étulted ina considerabie E i re not reached us, and this has 

10. So far, however, we h i 
of the ६0008 i ave not heard from you, nor is there any sign 

11. We regret to note that ne 


Nt ither we 4 
intimation from you. we have received the goods nor any 


माल न मिलने के फलस्वरूप हुई परेशानी का जिक्र करें : 


12. 
13, 


14, 


15. 


EE EPTO ESEE the booka initime is causing us serious inconvenience 
As these are urgently required, the delay will result | eS 
business loss for us. in potential 


Incase the Saris do not arrive in the next ten da 


to participate in the exhibition and would lose 
business promotion, 


A lot of important work has been h à 3 
important equipment. 1 held up by the non-delivery of this 


ys we shall not be able 
à good. opportunity of 
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16. 


17. 


18. 


19. 
20. 


21. 


You will remember that we stressed the importance of an early 
delivery, and you will understand that your delay in the circumstances 
gives us a right to sue you for damages. 

However, we are prepared to wait for the goods till 15th January, by 
which date we must receive the order in full. 

It is, therefore, requested of you send the ordered goods at your 


earliest and help us keep our commitments and maintain our image in 
the market. 


The goods are required for shipment and must be with us within a 
week’s time, failing which we shall be compelled to cancel the order. 
This delay has caused us great inconvenience, necessitating many 
awkward explanations to our customers. 


We would like to inform you that the goods are for export and 
last date of shipment on the L/C is January 15, 1980. E he 


अंत में सूचना देने का अनुरोध करें: 


22. 
25 
24. 


I shall be glad if you will look into the matter as one of 
let me know when the books may be expected. A 
So please let us know by return of post when our order will be 


executed. T6 
We look forward to an early intimation from you. 


. साल न पहुंचने पर वाहक को शिकायत 
Complaint to Carrier about Non-Delivery 


प्रारंभ में साल न पहुंचने की खबर दें : 


1. 


We regret to inform you that a consignment of three acka 
woollen blankets addressed to M/s Anil Kumar & Co., Coen 
Circus, New Delhi has not yet reached them. 


We regret to inform you that two parcels of printed books were ha; 

over 5 M/s Pustak Mahal, Delhi for despatch by passenger TUAM 
Bombay Central on 5th March, 1977, vide R/R No. 383349, but (eis 
parcels have not yet reached the destination. 


Our consignors, M/s Yantra Machine Works, Bombay, handed 

em uS containing machinery parts to the Railway authorities, 
Bombay Central, for despatch to Delhi on 15th May, 1977. but E 
understand from your parcel office that the goods have not reached 


Delhi to date. 


साल दर्ज कराने का ब्योरा दें : 


4. 


were delivered at your office on 2nd February for consign. 
met Ey कर train and should have been delivered by ign- 
February. We hold your official receipt No. 2453. 
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5. The R/R against which the goods were booked bears No. DA/224576 


and date January 23, 1977. 


6. The parcels were duly booked at your Parcel Booking Office, New 
Delhi Railway Station, on November 15, as per R/R No. RB/22068 
dated November 15, 1977. 

अंत में माल FIA का अनुरोध करें : 

7. As our customers now urgently need the goods, we must ask you to 
make inquiries and let us know the cause of delay and when delivery 
will be made. 

8. We request you to please check up on the whereabouts of the goods 
and inform us within a week. 7 

g. As the goods are urgently required for distribution to the dealers 
please check up on them within a week so that we may submit the 
necessary claim for them. 

साल देर से मिलने की शिकायत 


Complaint of Late Delivery and Delay 
प्रारंभ में देरी की सूचना दें: 


1. We regret to complain about the late deliv 

पक के ery of the box files ordered 
2. We have not received our order till today though you had 

: Don hi , l; guaranteed 

delivery withina week, on which understanding we had placed the 
3. Your representative had clearly given to us to unders 

gin, poe, Me oa be executed positively in ie ae eL 

of thi: nth, while we have received the 

the second week. goods today,atthe end of 
4. This isto inform you that the goods of whi : 

delivery before the 10th have त us Pr on ine promised 
5. The goods we ordered from i ; 

reached us a week ago. you on the Ist of this month should have 
6. Delivery of the goods orde : id 

phen E red on 15th of February is now considerably 
7, We regret having to report that we have : 

ordered on 2nd March. not yet received the goods 

पहले भी विलंब होते रहने का उल्लेख करें : 

8. Unfortunately there have been similar delays in the past also. 
9. 


Regrettably enough there have been similar delays on sever 


occasions and their frequency has increased in recent ANM previous 
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10. 


We notice that such delays on your part have become more and more 
frequent of late. 


विलंब की संभाव्य परित्ाषा बताएं : 


11. 
12. 
13. 


14. 


15. 


This compels us to say that business between us cannot be continued in 
conditions such as these, ‘ 


Under these circumstances it might not be possible to continue our 
business relationship with you, 


In case these delays continue in future we might be forced to 
discontinue our business with you. 


We have felt it necessary to make our feelings known since we cannot 
give reliable delivery dates to our customers unless we can count on 
undertakings given by our suppliers. 


Our protest to you is due to the fact that our own reliability in respect 


of deliveries to our customers very much depends upon t ; 
of our suppliers. P pon the punctuality 


अंत में समय की पाबंदी का अनुरोध करें : 


16. 
17, 
18. 
19, 


20, 
21, 


We hope you will understand how we are placed and that f 
on we can rely upon punctual completion of the orders, rom now 


We do hope you will ‘be more careful in future about = 
delivery schedules and give us no more cause for complaint. observing 
We trust you Will correct this situation and not force us to severe our 
relations. 

We shall be glad if you will look into the matter at once 

know the reasons for the delay. and let us 
We look forward to hearing that the goods will be sent straight away 
We feel there must be some explanation of the delay and await your 
reply with interest. 


भेजे हुए माल के ant में खराब हो जाने की सूचना 


Report of Damage in Transit 


प्रारंभ सें नुक्सान की जानकारी दें : 


1, 


et to inform you that of the three packages of woollen blanket 
Wigan despatched on 2nd March one was delivered in a damaged ! 


हा f that the parcel of nylon sock 
We are sorry to inform you that the p: nylon socks you sent on 
15th of ikje monik was found on delivery to be soiled and partially 
torn. ; 

mblers we ordered from you on 2nd April five dozen 
ea today, but I regret to report that six of them were 


broken and two others cracked. 
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4. We are writing to inform you that one of the packages of your 
consignment was badly damaged when delivered yesterday. 


5, Weare sorry to report that package No. 15 despatched under your 
advice of 15th March was badly damaged when delivered. 


का ब्योरा दें f 
6. The waterproof lining of the package way badly torn, and it will be 
necessary to dry clean six of the blankets before they can be offered 
for sale. 
7, As many as Six pairs of socks were found soiled, and two of them 
were also partially torn. 
8. The package containing the tumblers appeared to be in perfect condi- 


tion and I unpacked the tumblers myself with great care; so I can only 
assure that the damage must have been due to rough handling in transit. * 


आगे की कार्यवाही की सूचना दें: 
9. Will you therefore please arrange to send replacements immediately 
and charge to our account ? 
10. As the sweaters were bought on ‘ex works’ terms, we realize that res- 


ponsibility for damage is ours and have already taken up the matter 
of compensation with the railway authorities. 


11. So please send replacements at your cost and take up the matter with 
your carriers. 


12. re fix the responsibility for this and let us have immediate replace- 
ments. 


13. Weassume you will be taking up the matter with the carrier at your end. 
बन्य संबंधित बातें लिखें: 


14, With this letter I am sending the jackets of the d 
T would be glad to receive SLE for all of ddsnass: ais i 


Meanwhile, I have put the damaged tumblers aside i 
> N ide 
ie them to support you: claim to the railways for 10670 7 200) VER 


We shall be glad to learn that you are 
ide de prepared to make some allowance 


17. Upon learning the extent of damage we will write to you again 


18. As soon as we have examined the contents of 
` will write to you again. the damaged ‘cases we 


. We shall be glad toh i 
19 wen 4 a g o have your credit note for the value of the damaged 


20, Please credit our account with the value of the damaged items 


छराब माल की शिकायत 
Complaint of Inferior Goods 
प्रारंभ में खराब साल का ब्योरा दें : 


1. After carefully examining the cardigans supplied against our order of 
5th May we must express surprise and disappointment at their quality. 
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2. The goods you have despatched certainly do not match the samples 
you sent us. 1 


3. Some of them are so poor that we cannot help feeling there must have 
been some mistake in making up the order. 


4. The materials you have sent are clearly not in accordance with our 
order and are quite unsuited to the needs of our customers. 


5. "We regret to inform you that your consignment of goods of the 6th 
January has not at all been satisfactory. 


6. The finish of the goods you have sent us is 
at which we expect to retail them. 


7. When we came to examine the goods receive 
No. 583 of June 3rd we found that 
expectations. 


8. We have received complaints from several of Our customers co = 
ing the poor quality of the fountain pens supplied by you on 3rd Máy. 


खराब माल से हुई परेशानी का उल्लेख करें : 
9. Weare clearly unable to offer such goods to our customers, 
10. Tt is not in accordance with our business standard to sell such inferior 


too poor to justify the price 


I € d against our order 
their finish was not at all as per our 


goods. 
11. This is really unfortunate in a trial order. 
आगे की फार्येवाही का सुझाव दें : 


12. We have consequently no choice but to ask you to take the goo 
back and replace them by items of the quality ordered. does. 


13. If accepting the defective goods back is not possible to you, the 
? afraid he shall have to ask you to cancel our order. n I am 


14. uus are hefewith returning the defective items and expect you to send 
url the quality we require. 


15. you can replace the inferior materials we are Prepared to allow the 
^. stated time for delivery to run from the date you confirm tha dee 
supply the materials we need. 


ll be glad to learn that you are prepared to make some 
iS Wigs for fie inferior quality of the goods. 


कम माल प्राप्त होने की शिकायत 
Complaint of Short Supply 


प्रारंभ में माल कम होने की सूचना दें : into dar order ox E 
f mpt execution of our order No. L-314, but tak 
l. We mane to point ol that while we ordered 20 immersion p 
heaters we have received only 10 in the package delivered. € 
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We are grateful to you for promptly fulfilling our order, but regret to 

report short supply, as we have received only 20 pairs of socks while 

we had placed an order for two dozen. s 

3. Thank you for sending the shirting material we ordered, but: we have 
found on measurement that it is only 30 metres in length and not 35 
as we required, vide our order No. M-14 of 23rd February. 


कमी के कारणों फी पूछताछ करें : 
4. We would like to receive an explanation of this shortage from you. 
5. Your carrier was unable to explain this shortage. 
6. The short consignment has not been accompanied by an explanation 
from you regarding the shortage. 
पूरा माल भेजने का अनुरोध करें : 
7. We still need the full quantity ordered and shall be glad if you will 
arrange to deliver the remaining ten pieces as soon as you possibly can. 
8. You are therefore required to make good the shortage at the earliest. 
9. So please complete the ordered quantity immediately. 
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| 24 
आडैर के संबंध में शिकायतों के उत्तर 
(REPLIES TO COMPLAINTS RE: ORDERS) 


शिकायतों के उत्तर लिखते समय कुछ मोटे नियम ध्यान में रखें : 
१. अगर आप शिकायत पर तुरंत कार्यवाही करने में असमर्थ हैं तो तुरंत उत्तर लिखकर सूचित करें 
| कि आप जाँच करा रहे हैं, और पता लगते ही जबाब भेजेंगे. 
२. अगर शिकायत बेब्रुनियाद है तो विनम्र ओर मोठे शब्दों में बता दें. 

३. अगर गलती आपको है तो तुरंत मान लीजिये, क्षमायाचना करिये, और गलती ठीक करने का 
आइवासन दीजिये. 

४, ओर किसी को दोष देकर अपनी जिम्मेदारी टालने का प्रयास न करें. 


माल न मिलने की शिकायत का उत्तर (संपूर्ण नमूना) 
(Reply to Complaint Re : Non-Delivery) 
Dear Shri Kumar, 

We were very much surprised to learn from your letter of 
yesterday that the 50 copies of ‘Rapidex English Speaking 
Course’ ordered on 15th June have not reached you. 

We received your order on 17th and immediately passed it 
on for completion to our wholesale depot. We phoned our 
depot manager this morning, and he confirms that the books 
were delivered to the Railway Parcel Booking Office at New 
Delhi railway station on 20th June for delivery to you by 
passenger train. 

We very much regret the delay in the delivery and the 
inconvenience it is causing you. We have already taken the 
matter up with the railway authorities at this end and as soon 
as we have any information for you will let you know the 

A position 
i Meanwhile, may we suggest that you make similar enquiries 
at your end. 


Yours sincerely, 
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माल न मिलने की दिकायत का उत्तर 
Reply to Complaint Re ४ Non-Delivery 


MIA में माल न पहुंचने की सूचना पर आइचर्य या खेद प्रकट करें : 


1. 


It was a matter of surprise for us to know from your letter of 25th 


May that you have not yet received the consignment of books you 
ordered on the 5th. 


We much regret to learn from your letter that the goods you ordered 
from us in the beginning of this month have not so far reached you. 


We are surprised to receive your letter today informing us that you 
have still to receive the goods ordered on the 28th of last month. 


अब आगे माल समय पर भेजने की सूचना दें : 


4. 


3; 


6. 


We assure you your order was ‘complied with the very day it was 
received. h 


On the very next day of receiving your order the consignment was 
booked to be sent to you by passenger train. 


We hereby confirm that your consignment was delivered quite in time 


to the Railway Parcel Booking Office at Bombay Central railway 
station for delivery by passenger train. 


अंत में आगे की कार्यवाही की चर्चा करें : 


T 


8. 


9. 
10. 


On receipt of your letter we have immediatel 
with the railway authorities here. 


We shan immediately let you know when we learn anything about the 
goods, 


We think it would also be advisable to make inquiries at your end. 


We are getting in touch with the transport company and will let you 
know what they have to say in the Ee pod न 


y taken up the matter 


भाले के विलम्ब से प्राप्त होने संबंधी शिकायत का उत्तर 
Reply to Complaint of Late Delivery 


प्रारंभ में शिकायत पर खेद प्रकट करें : 


1. 


A 
Laa 


We have received your letter and yer : 
despatching the goods. y much regret the delay in 


We have your letter of 2nd May and apolo ise fo : 
receiving the consignment we have sent VA gise for the delay in your 
We are sorty to learn that you did not receive - withi : 

period the consignment of goods we had Fs E JS iex Stipulated 
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6. 


th August complaining of delays in delivery came as a 
Xone lener gh Aum of any earlier complaints had led us to believe 
that goods supplied to your orders were reaching you punctually. 


: We are concerned to learn from your letter of 2nd June that the 


goods we sent to your order of 14th May did not reach you until 29th 
May. 


We are very sorry that you should have cause to complain about delay 
in the delivery of the neckties that you ordere 


विलंब का स्पष्टीकरण तथा साथ ही समय पालत sara की सूचना दें : 


t that an unprecedented rush of business caused 8 slight 
i Mud executing your order, but we assure you that we are doing 
our utmost to expedite delivery. : 
8. We have already sent you a telegram informing you about the late 
1 despatch of your consignment, which we hope you have received. 
9. The great pressure of orders for these goods has made it impossible 
` for us to deliver as promptly as we would wish. i 
10, This delay in completing your order became inevitable inspite of the 
i fact that our plant is working overtime to produce this very popular 
product. | ; पे / : 
11. Our customers are pressing on all sides for immediate delivery, but 
' the demand is unprecedentedly heavy. 
12. Weare by no means the only manufacturers of these goods whose 
' resources have been overtaxed. 
13. Your order was unintentionally overlooked in the pressure of business, 
i ractice to send goods well in advance of delivery 
d n pr Ecc of toys to which you refer left here on the 
3rd of this month. 1 
15. Weare very much convene abou REO to give punctual delivery 
: f elays in & 
should be frustrated by 
लिये आश्वासन वें : ^ i 
va ae are taking up the matter of delay with the transport Company in 
' all seriousness. |! : 
; tion will convince you of our endeavour to fill 
dics gen crate with the best possible despatch, 
e : : 
AE til the recent rush we have never failed to deliver you orders 
18. Anun ale stipulated time we rely upon your leniency in the matter of 
wi 
delays. s : 
T d a 35 esteemed orders will always receive our most careful 
i ompt attention. i 
20 ue i m you that in future every effort will be made to guarantee 


delivery in time. 
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21. We assure you we are doing all we can to speed up delivery and offer 
our apologies for the inconvenience the delay in causing you. 


22. We hope you will be satisfied with the arrangement we have now 
made and apologise for the inconvenience you have suffered. 


खराब माल के फलस्वरूप हुए नुकसान की शिकायत का उत्तर 
Reply to Complaint Re : Damaged Goods 
प्रारंभ में नुकसान की सूचना पर खेद व्यक्त करें : 


1. We are sorry to learn from your letter of the 3rd that some of the 


glass tumblers supplied to your order were broken or damaged when 
they reached you. 


2. We regret to know that the parcel of nylon socks des 


: ; patched to you 
was found soiled and partially torn on reaching you. 


3. Your letter reporting that our consignment to you reached there in a 
damaged condition has caused us great concern. 
भ्रविष्य में सावधानी बरतने का आश्वासन दें : 
4. To avoid inconvenience and anno 
engaged a packaging specialist. 
5. We have now ordered special cases to ensure safe delivery of goods. 


In all future consignments by rail the parcels will be specially 
reinforced, and this we hope will prevent any future damage. 


भुकसान पहुंचे (खराब) माल के बारे में सुझाव 
7. It will not be necessar 
can be destroyed. © 


8. We realize the need to reduce your sellin 
sweaters and readily agree to the s 
suggest. 


2 e will certainly replace the damaged items and have in f; 
A so, replacements been sent by parcel today. act already 


yance to customers we have now 


y for you to return the broken tumblers. They 


1 £ price for the damaged 
pecial allowance of 10% which you 


घटिया gre की शिकायत का उत्तर 
Reply to Complaint Re : Inferior Goods 
area में शिक्कायत पर खेद प्रवशित करें: 
1. We very much regret to learn from your letter of 29th May that 
are not satisfied with the pens supplied to your order No. 18, you 
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6. 


ea mr 10 f your tter f Ma: s t th Fi gret that 

Wi re eceipt o (0) le er 0 29th y. and note wi h €, 

you are not satisfied with the oods supplied to you a y r r 
g S per ou orde: 


We arte sorry to hear from 
you that the good i 
your order of Ist May are not as per ae Red e He MSIE 


Your letter of 3rd April complaini 
j in i 
supplied to your order No. 265 das FDA pet Hs Deon 
ern. 


We are very much disturbed at the complaint contained in your lett 
etter 


of the 2nd May regarding t i 
your order. y regarding the quality of the goods supplied against: 


We very much regret to learn that ; 
quality of the goods supplied to your 51% 0 Nay with the 


दोष दिलाने पर धन्यवाद करें : 


Th 


8. 
9. 


We are nevertheless very glad t 
notice. g'ad that you brought the matter to our 


At the same time we are grateful to you for point; 
: T pointi i 
Still we thank you for promptly reporting this to i this out to us. 


स्पष्टीकरण--अगर संभव हो तो-दें : 


10. 
11. 
12. 


We ourselves have since tested a number of 

batch you refer to and agree that they are no the Production 
We have inspected goods from the same batch and ; 

not tally with your specifications. agree that they do 


On inquiry we have found that goods not tallyi i 
we sent you had indeed been despatched to m ३ Mis Sataples 


दोष बुर करने के लिये की गई कार्यवाही की सूचना दें : 


13. 
14. 
15. 
16. 


“17, 


The defects in the goods have been traced to à 
machines and this has now been put right. a fault in one of the 
We are arranging to send you 200 fountain pens to re 
balance of 180. 


We are rushing your order for Terene bushshirts in p] 
ones you received, and they are at present being AR the cotton 


As soon as further stocks come to hand we shall fo 
supply of smooth, well-finished titles to take the pl rward you 4 
uM Place of the defective 
We have arranged for 


Place the unsold 


the immediate despatch of replacements 


खराब माल के बारे में सुझाव वें : 


18, 


19, The defective books 


o dispose of the inferior cloth at the best price obtainabl 
e 


If you care t ; à 
y ll send you a credit note for the difference as soon as w 
€ 


for it, we Wi 


hear from you. 
may kindly be returned at our expense, 
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20. If you are able to keep those shirts in question we are prepared to 
give a special discount of 5% on them. 


21. Please return the defective fountain pens to us, carriage forward. 


उपर्युक्त कार्यवाही से पाठक के समाधान की आशा करें : 


22. We trust the replacements that we are now sending will be to your 
satisfaction. 


23. We apologise sincerely for the trouble caused to you, and will take 
all possible steps to ensure that such a mistake is not made again. 
यदि शिकायत स्वीकाय न हो तो वेसी सूचना दें : 
24, We have investigated your complaint and regret to say that we could 
not find justification for it. 


25. While we understand your problem we regret we cannot accept your 
suggestion to take back all the stock unsold from the batch about 
which you complain. 


शिकायत स्वीकार न करने का कारण दें : 


26. All our fountain pens are manufactured to be identical in performance 
and it is difficult to understand why some of those sold to your 
customers should have given trouble. 


27. All our products are individually examined before being passed into 
store. 


28. Our inspection department puts every product to stringent quality 
control tests and hence the number of defective items will be too 
small to need replacement of a whole consignment. 


भविष्य को कार्यवाही का संकेत दें : 


29, We will of course gladly replace any fountain pen found to be 
unsatisfactory, and on this particular batch are prepared to allow you 
a special discount of 5% to compensate for your trouble. 


30. We must therefore refuse to accept the goods if returned, and shall 
have no alternative but to insist upon settlement in full in due course. 
शिकायत को अस्वीकारने वाले पत्र का अंत इस तरह हो सकता है: 


31. We trust you will accept this as being a fair and reasonable solution 
of the matter. 

32, You will appreciate that no other course is 
circumstances. 

33, You will appreciate that we value your business and have tried to 
accommodate you to the greatest possible extent. 


Open to us under the 


सामान्य ढंग से अंत इस प्रकार होगा: 
34, We hope this will now settle the matter to your complete satisfaction. 
35. We trust you will have no further cause to complain. 
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36. | 


37. 


We regret the trouble we have caused you. 


We trust the arrangements we have made will satisfy you and look 
forward to receiving your further orders. 


हुई भूल पर शिकायत का उत्तर 
Reply to Complaint on Mistake 


प्रारंभ : 
1. 


2 


अंत: 


Thank you for your letter of 13th June. It has given us th i 
to put right a most unfortunate mistake. E A d Ed 


We hasten to reply to your letter of yesterday and to i 
the unfortunate mistake you pointed out. : apologise for 


Weare greatful to you for pointing out the unfortu i 
which we accept. nate mistake, 


We apologise for any trouble our mistake may have caused you. 
We apologise once more for the unfortunate mistake and have taken 
steps to prevent a repetition. 


We very much regret having given you any cause to complai 
assure you that we shall do all we can to put matters right. plain and 


FR JEG “4 qM by 


7 


M d a | we 
# gui - > ug a 
fad a adt 


Its Rd 


In se T ye T 


r 
m 
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. साल के यातायात संबंधी पत्र 
(LETTERS RE: TRANSPORT GOODS) 


माल भेजने के चार आधुनिक तरीके É— c, रेल, समुद्री जहाज तथा हवाई जहाज, भौर यातायात का 
व्यवसाय करनेवाले 'फारवडिग एजेन्ट' पुणं रूप से यातायात की कानूनी तथा Zafer जानकारी रखते हैं. उनका 
पत्र-व्यवहार अधिकतर बने बनाए कार्य द्वारा होता है. लेकिन उत्पादक अथवा ग्राहक पूछताछ फे पत्र भेजकर अपने 
माल के यातायात का प्रबंध कर सकता है. ऐसे पत्र सें माल का स्पष्ट विवरण, उसकी मात्रा, प्रमाण आदि देकर 
यातायात की दर, समय आदि बातें पूछी जाती हैं ओर यातायात के दस्तावेज के बारे में स्पष्ट सूचना दी जाती है. 


फ्रेट की दरों के लिये जहाजरानी कंपनी को पत्र (संपूर्ण नमूना) 
(Letters to Shipping Company Re : Freight Rates) 
Dear Sirs, 
We would thank you to let us know the present freight rate 
for ready-made garments in cardboard cartons for shipment 
` from Bombay to London. * 


We would also like to know the frequency for your Sailings 
and the approximate time of the voyage. 


Thanking you and awaiting your reply. . 


Yours faithfully, 


261 


फ़ेट की दरों के लिये जहाजरानी कंपनी को पत्र 
Letters to Shipping Co. Re: Freight Rates 


प्रारंभ में सामान फे स्वरूप की जानकारी देकर वरों के बारे में पूछताछ wt: 


1. 


2. 
3: 


Will you be kind enough to let us know the present freight rates for 
packaged woollen goods for shipment from Bombay to London ? 
This is to request you to let us know the present frieght rates at which 
you can ship packaged woollen goods from Bombay to London. 

You are hereby requested to tellus the current freight rates for 
shipping packaged woollen goods from Bombay to London. 


अंत में जहाज चलने का समय आवि का ब्योरा मांगें : 


4. 


Si 


6. 


At the same time you may inform us of the frequency of your sailings 
as also the duration of the voyage. 


Please also tell us about your sailing schedule as well as the time the 
voyage normally takes. 

We are also interested in knowing the frequency of your sailin 

the approximate time the voyage would take. 5 gs and 


रोड ट्रान्सपोर्ट कंपनी से ge की दरों के बारे में पूछताछ 
Enquiring Freight Rates from Road Transport Co. 
प्रारंभ में माल का ब्योरा दें : 


1. We wish to send 25 cases (wooden) of book ing ^ 
50cm. x 25 cm. to Bombay early next months La thee is P 
2. We have to send to Bombay 10 wooden b i 
one cubic metre each, on the 25th of this month" P os 0 Si 
3. Wepropose to despatch 10 cardboard cartons of 
ready-made garments, 
anuting i m. x 0.50 mt. x xad mt., to Bombay on the Ist of the 
अथ जो जानकारी चाहिये उसका ब्योरा वे: 
4. So please let us have the following information per return. 
5. Kindly therefore send us the following information by return of post 
6. Will the goods be collected from our office at the above address ? r 
7. Will the goods be delivered to the consignee at his fact i 
have to collect the same from your office ? Pory or ilna 
8. In how many days will the goods reach Bombay ? 
9. What would be the frieght and other charges, if any ? 
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माल भेजने के बारे में हवाई जहाज कंपनी को पत्र 
Letter Re : Transport of Goods to Airline 


min में माल के बारे में बताएं : 


1. We are sending through our representati f 
Mt nde p ative 100 cases of mangoes for 


2. This is to inform you that we are despatching 5 
vegetables through our representative to be Shed ed pion preen 


3. This is to let you know that we are sendi 
cellophane bags for air freight to Tondo 100 rose blooms packed in 


अब दस्तावेज की जानकारी दें : 
4. All papers, duly completed, are enclosed. 
5. Enclosed please find all necessary documents, duly completed 
6. We have completed all the papers and are enclosing them herewith 


अंत में बिल के बारे में सुझाव d: 


7. The freight bill for these cases should , ; 
payment in due course. uld be sent to us in duplicate for 


8. Please send us the freight bill in duplicate for payment 


9. You are requested to submit the freight bill f : 1 
for purpose of settlement. gat bill for this cargo in duplicate 


फारवर्डिग एजेन्ट को पत्र 
Letter to Forwarding Agent 


प्रारंभ में पत्र की आवश्यकता बताएं : 
1. We have a large number of in and out parcels every day. 
2. We receive and despatch many parcels of goods every day. 


3. You will be interested to learn that our business involves receivi 
sending out a large number of consignments of goods ever TAE and 


अंत में आप जो चाहते हों उसका उल्लेख करें 
4. We shall therefore appreciate your sending your representati 
discuss with us the services you can render to us and your a e 
the same. t 
5. So please let us know if you can handle this business as our cleari 
Pt and what you will charge for your sérvices. learing 


agent an 
6. We would thank you to let us know if you can act as our. forwardin 
the service. 8 


agent and your charges for 
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फाश्वडिंग tate हारा शर्तों के संबंध सें लिखा गया पत्र 
Letter from Forwarding Agent Re: Terms 


प्रारंभ में पत्र के अथवा प्रतिनिधि को मुलाकात के लिये धन्यवाद दें: 


1. 
2: 


3: 


4. 


We thank you for your letter of 7th J uly. 


This is to acknowledge with thanks receipt of your letter dated 7th 
July, 1977. 


This has reference to the visit of your representative Mr. Kumar to 
our office on 4th May. 
We are grateful to 


you for your receiving our partner Mr. Rao in your 
office last week. 


अब शर्तों का ब्योरा दें : 


5 
6. 
1h 


8. 
9 


10. 


11. 


12. 
13. 


14. 


We are pleased to state our terms as follows : 
We are happy to give our terms below’: 


All goods will be collected from your factory for onward transporta- 
tion by road or rail. 


All inward parcels will be delivered at your office. 


A sum of Rs. 10/- will be charged towards our service Fon EOM award 
and outward parcel, subject to a minimum of 200 parcels every 
month. 


i f l, inward as well as 
ice charge will be Rs. 5/- for every parcel, 
ARUM D a minimum of 300 parcels every month. 


All bills submitted by us will be paid within 30 days. 


ills will be payable on the Ist of every month. 
These em will be valid for a period of 6 months. 


The validity period of these terms will be Subject to negotiation, 


अंत में शर्तें स्वीकार्य होने की आशा व्यक्त करें : 


15. We hope you will find the above terms acceptable and favour us with 
your confirmation soon. 
16. We hope these terms are acceptable to you. 
17. Please confirm that these terms are acceptable to you. 
रेलवे को ओपन डिलीवरी के लिये पत्र 


Letter to Rly. for Giving Open Delivery 
प्रारंभ में ओपन डिलीवरी का कारण बताएं : 


i» 


Our representative Mr. Kumar has visited you for taking delivery of 


two parcels of books against PWB No. 226801 and found that the 
parcels were badly damaged. 
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2, We have to rep ort to you that when our representative Mr. Shastri 
visited your office to take delivery of two parcels of ready-made 
garments against PWB No. 123459; he observed that they were in a 
damaged condition. 


3. This is to say that the parcel of woollen goods received by you and 
addressed to us was found damaged and torn by our representative 
Mr. Man Mohan when he visited you to take delivery of them against 
PWB No. 384983. 


इस प्रकार कारण बताते हुए, अंत X ataa डिलीवरी संगे : 
4. We therfore request you to please give us open delivery of the parcels. 
5. It is therefore requested that open delivery of the said parcels may 
kindly be given. 
6. So please give open delivery of the damaged consignment. 


कस्टम से माल छुड़ाने के लिये ट्राम्सपोर्ट कंपनी को पत्र 


Letter to Carrier to release Goods from Customs 


प्रारंभ सें आयातित माल फे दस्तावेज भेजने छा ब्योरा दें : 


1. Weare enclosing a letter from British Airways together with invoice 
for 2 cases of ready-made garments received from London. 


2. Herewith please find a letter from Pan American World Airways with 
invoice for a case of dress material received from the United States, 


3. Weare herewith sending you a letter from Air India together with 
invoice for 5 cases of dry fruits received from Kabul. 
अंत में माल छुड़ाने का आदेश d: 
4, Please arrange to collect the same and deliver to us at our showroom, 
5. Kindly make arrangements to collect it and for its delivery at our 


office address above. 
6. Please collect it and send it to us at our emporium, 
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26 
वसूली के पत्र 


(COLLECTION LETTERS) 


जो रुपये ‘overdue’ हो गये हैं उनकी अदायगी का अनुरोध करने के आशय 
“collection letter” कहते हैं, ऐसे पत्र के दो उद्देश्य होते हैं : 
1. ग्राहक को रुपये देने फे लिये राजी करना. 


2, साय साथ उसकी सद्भावना ओर उससे प्राप्त होने वाले बिजनेस को कायम रखना. 

ऐसे पत्रों को पाठक. को बुरा लगना बहुत संभवनीय होने के कारण इन्हें संयमशील रखने की आवश्यकता 
होती है, वास्तव में आरंभिक विनतियां जितनी भी impersonal रखी जाए उतनी ही अच्छी, उनके लिये छपे 
हुए reminder फामं का भी इस्तेमाल किया जा सकता है, उनके बाद हो व्यक्तिगत qu लिखें. 


शय से लिखे गये पत्र को 


वसूली का सामान्य पत्र (संपूर्ण नमूना) 
(Usual/Formal Collection Letter) 
Dear Sirs, 
Account No. P/234. 


According to our records the above account, dated 15th 
November, 1977, has not yet been settled. 


The enclosed statement shows the amount to be Rs. 2,500/- 


only. 
We look forward to an early settlement of this account 
and also to receiving your next order. 


Yours faithfi ully, 
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बसूली का सामान्य पत्र 
Usual/Formal Collection Letter 


प्रारंभ में बकाये का स्मरण कराएं : 


1. 


2, 
3. 


4. 


D 
6. 


Our records show that your account No. L/123 dated 5th December. 
1977 is yet to paid. 


May we remind you that the above account has not yet been paid. 


May we draw your attention to the fact that the above account in your 
name still awaits settlement. 


According to the enclosed statement the outstanding amount is Rs. 
1500/- only. 
Please find enclosed a statement showing that the amount due is Rs. 
3,650/- only. 


The outstanding sum, according to our books, amounts to Rs. 1,000/- 
only. 


अंत में शीघ्र अदायगी का अनुरोध करें ; 


7. We hope you will settle this amount at an early date and also favour 
us with your next order. 
8. Early settlement of the account will be appreciated. 
9. We trust you will not only settle the account at your earliest con- 
venience but also place more orders. 
बसूली का पहला पत्र 


First Collection Letter 


ध्यान भाकषित करने हेतु मित्रतापूर्ण ढंग से प्रारंभ करें : 


1. 


As you are usually quite prompt in settlin 

/ à : 8 your accounts, we wonder 
if there is any special reason why we have not received payment of the 
above account, which is already a month overdue. 


May we call your attention to our outstanding account for 
only, settlement of which is now considerably overdue, RSS 


We shall be glad if you give attention to our a t 
1977, which still remains unpaid. ccount dated Sth March, 


We wish to draw your attention to our invoice No. PN f 
sum of Rs. 3550/- only, which we have not yet receive db or the 


We notice that your account, which was d 
of last month, is still outstanding. 


We are writing to remind you that we have not yet recei 

: ceived t 
balance of our March statement, amounting to Rs. 150/- only Hm 
of which is now more than a month due. s 


ue for payment on the 15th 
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In checking our accounts we find that there is a balance of Rs. 220/- 
due from you for purchases made in April, 1977. 

We regret that since our last letter of 8th November enclosing an 
invoice for Rs. 3500/- only, payable on 28th November, we have not 
received any communication from you. 


In looking over your account we note there still remains a small 
balance of Rs. 45/- only, now overdue for some time. 


This is a friendly request, as we feel you have inadvertanly overlooked 
our invoices of February and March in-the amount of Rs. 105.75, now 
just a bit overdue. 


We regret very much to write that we have not yet received the 
payment of our Hundi which fell due on 12th September, 1977, 


As you have no doubt overlooked this bill we are bringing it to your 
attention. 
We regret having to remind you that we have not received payment of 


the balance of Rs. 100.50 due on our statement for January, sent to 
you on 3rd February. { 


अदायगी के लिये सहायक इस प्रकार की बातें लिखें : 


14. 


15. 


We think you may not have received the statement of account 
you on 28th February, showing the balance of Rs. 85.00 d Mo 
owing, so we enclose a copy of it. 


Since we have to balance our accounts and want to do j : 
f z it 
urther delay, we are enclosing a stamped, addressed e 
make it easy for you to send your cheques by return of post. 


अंत में अदायगी का अनुरोध करें : 


16. 


We shall be glad if you will deal with the e 
account DI nclosed statement of 
We look forward to your remittance by return. 
We hope to receive your cheque within the next few days. 
We trust you will settle the amount expeditiously, 
We hope the enclosed invoice may have your early attention. 
Will you please inform us when we may expect payment. 
Thank you in advance for ae this Eo your prompt attention. 

i i appreciated if you will pay this 
MD P m you cannot do so. ES balance promptly or 
We shall be pleased to receive your cheque in settlement of this 
account. 
Kindly help us to bring your account up-to-date by paying the buts 
standing amount. j 
Please intimate us the date when you retired the Hundi ; so that we can 
write to your bankers for the payment. 
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बसूली का दूसरा पत्र 
Second Collection Letter 


« इस पत्र का प्रारंभ मित्रतापूर्ण होते हुए भो दृढ़तापूर्ण हो : 


1. 


Not having received any reply to our letter of 4th Februa 
the settlement of the above account, we are writin 
you that the amount still owing is Rs. 195.60. 


On 17th January we wrote reminding you that on 3rd December we sent 
you our हा अमित for November, 1977, showing a balance of Rs. 205.50 
outstanding and due for payment by 31st December. 


We have not heard from you since we wrote on llth April, about the 
unpaid balance of Rs. 120.75 on your account. 


We do not appear to have had any reply to our request of 3rd 


September for settlement of the amount due on our invoice No. P-241 
of 24th July. 


We regret not having received a reply to our letter of 4th August 
reminding you that your account, already more than a month overdue, 
had not been settled. 


We are at a loss to understand why we have had no reply to our letter 


of 27th May asking to you to settle the amount outstanding on our 
March statement. 


ry requesting 
g again to remind 


We regret the necessity of again reminding y 
Rs. 805.15, now nearly three months overdue 


We are sorry that we must again call 
balance of Rs. 640/-, whi 


ou of our unpaid bill of 


your attention to your unpaid 
ch has been due since February last. 


कारण की पूछताछ व अदायगी का अनुरोध करे : 


9, 


10. 


11. 


No doubt there is some Special Teason for the delay in payment and 
we should welcome an explanation and also your remittance. 


As settlement of this account is now more than a month overdue, we 
must ask you either to send us your remittance within the next few 
days, or at least to offer an expl 


anation of the delay in payment. 
We have not so far pressed you for a settlement because of your past 
good record. 


To regular customers such as you our terms of payment are 3% one 
month, and we hope you will not withhold payment any longer and 
make it necessary for us to revise these terms to your disadvantage, 


We therefore look forward to receiving your cheque for the above 


amount. 
We trust you will now attend to this matter without further delay. 
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15. 
16. 


17. 
18, 


19. 


20. 


We must now ask you to settle this account by return. 

We regret we must no press for immediate payme 

SUAE payment of the amount 
We hope it will not be necessary to send you any further reminders 


As the amount owing is considerabl overdue, w 
receive your cheque by return. | ९ shall be grateful to 


Kindl th i i ; : § 
K ay send us e remittance immediately, or explain any further 


We must insist that this matter now receive your immediate attention 


वसुली का तीसरा पत्र 
Third Collection Letter 


प्रारंभ में पहले फे पत्रों का उल्लेख करें : 


1. 


7. 


8. 


We do not appear to have received any rep! 3 
of 4th and 17th August for payment of the A UE requests 
owing on your account. s. 1110.35 still 


It is very difficult to understand why we have fi ५ 
reply to our two letters of 17th March and eae meg you in 
Rs. 895.10 due on our January 1977 statement. e sum of 
We are both surprised and disappointed not to f 

in answer to our two letters of 8th and 20th AA gord rom you 
the balance of Rs. 2050.00 still owing on our statement of 31st et of 
We note with surprise and disappointment that we have had n arch. 
to our two previous applications for payment of your aboot replies 


We wrote to you on 2nd July and again on 24th J à 
amoumt owing to us on our invoice No. 125/023, uly, concerning the 


We have had no reply to our previous requests fo 

invoice dated 15th October. T payment of our 

Inspite of our having recently reminded you twice of s 

eoii we have not heard from you. your delinquent 
ur balance of Rs. 1750/- which dates back to Novy Me 

ides inspite of two reminders. ember 1977 is still 


तुरंत अथवा निश्चित तिथि तक अदायगी का सुझाव दें : 


9. 


10. 


11. 


Jt is with the utmost regret that We have no reached the 
we must press for immediate payment. Stage when 


We have no wish to be unreasonable, but We must insist on Payment 


by 8th March. | 
we have no wish to harm your credit and reputation we pro 
fe you until the end of this month to clear your account. OUR 
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12. 


133 
14. 


IS 


As our dealings over many years have been satisfactory we now give 
you ten days to settle this overdue account. 


We still hope you will discharge this account without further delay. 


Unless we receive your cheque in full settlement by the end of this 
month ..... 


Unless we receive your cheque in full settlement by 23rd of this 
month...... 


कानूनी कार्यवाही की संभावना बताएं : 


16. 
17. 
18. 


19, 
20. 
21. 


22. 


23. 
24. 


25. 


Failing remittance by this date I am afraid you will leave us no choice 
but to place the matter in other hands. 


Failing any reply to this last request for payment I am afraid we shali 
have no choice but to take other steps to recover the amount due. 


we shall have to consider seriously the further steps we ou ht to 
take to recover the amount due to us. 2 8 


we shall instruct our lawyers to recover the amount due to us. 
we shall take legal action. 


We do hope you will save yourself the inconvenience and considerable 
costs of a legal action. 


we shall be forced to reach the conclusion that the course left 
open to us resort to legal measures. 


we shall be compelled to turn this matter over to our attorneys. 


We hope you will not compel us to take the unpleasant s i 
over your matter to our solicitors. i niet 


we shall pass the matter on to our legal advi 
action. g isers for necessary 
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अदायगी के पत्र 
(REMITTANCE LETTERS) 


हर प्रकार के व्यवसाय में बहुत सारा पत्र-व्यवहार नित्यचर्या के ढंग का होता है, रुपये की अदायगी 
प्राप्ति की सूचना देनेवाले पत्र अधिकतर इस प्रकार फे होते हैं. उसका ढाँचा भी अवसरों के अनुकूल होने के आथवा 
उनको 'फार्म लेटर' कहा जाता है. फिर भी अगर अदायगी के बारे में कोई विवाद हो तो RR ix 
से लिखना आवश्यक होता है. रूप 


भेजने संपूर्ण 
प्राप्त माल के लिये पैसे भेजने का पत्र (संपूर्ण नमूना) 
(Letter Re ४ Remittance for Goods Received) 
Dear Sirs, ' 
We have pleasure in sending you herewith our cheque for 


Rs. 1,200 (Rupees one thousand two h in f 
settlement of your invoice No. 2021 of 2nd etra ot n ull 


We shall be happy to receive your ack 
same in due course. i nowledgement of the 


5. Yours faithfully, 
प्राप्त माल के लिये पेसे भेजने का पत्र 
Letters Re: Remittance for Goods Received 
प्रारंभ में भेजी जाने बाली रकस और जिस माल के लिये इसे भेजा जा रहा हो उसकी पूर्ण जानकारी दें : 
1. Please find herewith our cheque No. 568350 HB o * ps 
Bank for Rs. 2000 in full settlement of your invite Nooo En 
August, 1971. h 


2, Weare happy to enclose with this letter our cheque fi à 
full settlement of your invoice No. 342 of 3rd March. or Rs. 500/- in 


3. Enclosed is our cheque for Rs. 250/- in full settlem coms 
No. 12 dated the Ist of this wonth. ent of your invoice 


अंत में रसीद भेजने का अनुरोध करे : 


4. Kindly acknowledge receipt. 
5. Please send your acknowledgement in the normal course, 


6. Receipt of the cheque/amount may kindly be acknowledged. 


अगर अदायगी पूर्ण नहीं है तो प्रारंभ के वाकय में पूण भुगतान के स्थान पर आंशिक भुगतान लिखकर आगे बकाया 


भेजने का आश्वासन दें : 
7, We hope to let you have a cheque for the balance next month, 
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8. Kindly bear with us till next month for the remainder. 


9. Wetrust you will not mind waiting for a couple, of weeks, during 


which period we expect to send you a cheque for the outstanding 
amount. 


रसीद का पत्र 
Acknowledgement of Remittance 


प्रारंभ में अवायगी पर घन्यवाद दें : 


1. Thank you very much for your cheque for Rs, 400/- in full settlement 
of our invoice No. 1122 of 21st December. 


2. This is to acknowledge with thanks receipt of your cheque for Rs. 
850.75 in full settlement of our invoice No. 521 of 7th May. 


3. We are thankful to you for the cheque for Rs. 750.50 that you have 
sent in full settlement of our invoice No. 150 of 15th March, 1977, 


अब पत्र के साथ रसीद भेजने के बारे में जानकारी दें : 
4. Weare pleased to enclose herewith our official receipt for the amount. 
5. Please find herewith our receipt for the same, 
6. Our receipt for the amount is enclosed. 


अंत में अधिक व्यावसायिक संबंध की कामना प्रकट करें : 
7. We now hope to be favoured with more orders, 
8. May we now expect that you will favour us with further orders. 


9. "We trust that the promptness with which We executed your order will 
encourage you to place more orders with us, 


हिसाब स्वीकार न करने का पत्र 


Letter Disputing an Account 
प्रारंभ में प्राप्त हिसाब स्वीकार्य न होने की जानकारी दें : 
1. We have received your statement for October, but are returning it 
herewith, as it does not agree with our books. 


2. Kindly find herewith your statement for las 
returning as it does not tally with our books, 


3. We regret we have to return herewith your statement for the month of 
May, as it does not agree with our books. 


इसके पश्चात्‌ हिसाब की गलती का ब्योरा दें : 


4. You have charged us Rs. 20 a dozen for 8 doze i 
quotation was for Rs. 19.50 per dozen. ^ ball pens, while ee 


t month, which we are 
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5. In this statement you have Darg ed us for 20 kurta-pyjama sets while 
we had ordered and received 15. 

6. The item of 6 boxes of ladies’ lace handkerchiefs seems to have been 
charged to our account in error, for we have no trace of them. 


अंत में गलती सुधार कर संशोधित हिसाब भेजने का अनुरोध करें : 
7. We shall be obliged if you will look into this matter and let us have 
the corrected statement. 
& Kindly make the necessary corrections in the statement and return, 


9, Please check up at your end afid let us have th 2 
SR debeo hor e corrected statement 
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(BILL OF EXCHANGE) 


बिल ऑफ एक्सचेंज का अर्थ है रुपये को अदायगी का आदेश. ये बिल दो देशों के बीच चलनेवाले व्यापार 
के लिए प्रयोग होते हैं. जब यह बिल एक व्यक्ति की तरफ से दूसरे ब्यक्ति को विदेश भेजा जाता है तब भेजनेबाला 
व्यक्तित बिल में यह आदेश देता है कि बिल fore व्यक्ति के कञ्जे में हो उसको अथवा उसमें जिसका नाम लिखा 
हो उसको एक विशिष्ट तारीख तक रकम AT की जाय, ऐसे पत्र का ढांचा साधारणतया बना-बनाया-- फार्म लेटर 


Hat होता है. 


चिक्रेता का विदेशी ग्राहक पर बिल ऑफ एक्स्चेंज (संपूर्ण नमूना) 
(Bill of Exchange) 
From Seller to Buyer Abroad 


Dear Sirs, | 
Confirming our letter of 2nd March and having verified 
your account for the cotton consignment by S. S. Jal Bharat, 


we have to advise you that we have today drawn on you for 


£ 200 at two months’ sight. 
We trust you will honour the documents on presentation 
to the debit of our account. 


Yours faithfully, 
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बिकता का विदेशी ग्राहक पर बिल ऑफ queda 
Bill of Exchange 
From Seller to Buyer Abroad 


प्रारंभ में बिल की रकम ओर अवधि की सूचना दे: 


1. 


In confirmation of our letter of 2nd March, we a 


we have verified your account for the consignment of shoes by S.S. Jal 
Vihar and now advise you tha 


c t we have drawn on you today for £ 200 
at two months' sight, 


With reference to our letter of 2. 
account for the consignment of rea 
you to be advised that we have tod 
months’ sight. 


Confirming our letter of 2nd March we are glad to say that having 
verified your account for the Rice consignment by S. S. Jal Seva, we 
have drawn on you for £ 200 at two months’ sight. 

We confirm having drawn on you a Bill of Exchange for US $ 500-00 
against goods despatched to you by AWB No ........ and under our 
Invoice No......... tdi us (AWB—Air Way Bill) 


re happy to say that 


nd March, we have verified your 
dy-made* garments and would like 
ay drawn on you for £ 200 at two 


अंत में ड्रापट के स्वीकार किए जाने का अनुरोध करें : 


5. We hope the draft will be honoured on presentation and our account 
debited accordingly. 
6. Kindly honour the draft when presented and debit our accounts 
accordingly. ४ : 
7. We hope you will accept the draft on presentation to the debit of our 
accounts. 
gu के स्वीकार किए जाने का पत्र 
Letter Accepting Draft 
प्रारंभ में ड्राफ्ट की स्वीकृति की जानकारी दें : 
. With reference to your letter of 15th April, we are ; 
i bo that we have accepted your draft for £ 200, pleased to inform 
2. In reply to your letter dated 21st March, 1977 y, 
know that we have accepted your draft for £ 150. are happy to let you 
3. In response to your letter of 18th Decembe ; 
that your draft for £ 125 has been honoured {yy ae glad to write you 
अब qwe पेश करने की सूचना दें : 
4. The said draft has been duly presenteg t 
your account. n ed and honoured to the debit of 
5. We have duly presented the draft and h ; M 
to your account. ze Bongured it; debiting the same 
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6. Kindly be informed that the draft was duly presented and honoured 


to the debit of your account as per your instructions. 


प्राहक का विक्रेता को ड्राफ्ट के लिए पत्र 
Letter Re: Draft from Buyer to Seller 


प्रारंभ में माल की बिक्री का ब्योरा वें: 


1. 


From the account of Sales enclosed-you will observe that 

able to dispose off the gonos supplied by you for Rs. 550, pave Peen 
owing for expenses and commission there remai : 

Rs. 400/- in your favour. e M I 


We are happy to report as per Account Sales enclosed 

Dp oa your goods ton Rs. E out of cnet aud 
5. - remains in your favour a ५ 

commission. d T deduction of expenses and 


As you will gladly note from the accompanyin ; 

been possible for us to sell the goods Sod gout: Sele it has 
out of which sum, after allowing for expenses and com s. 1000, 
balance of Rs. 750/- remains in your favour. mission, a 


अंत में ड्राफ्ट का अनुरोध करें और अवधि बताएं : 


4. We now ask you to draw onus under advice for thi ; 
days, when we shouid be pleased to honour your E ma ge 2 
5. So kindly draw on us for this amount at thirty d d 
us, when we shall be happy to honour your draft. ays, under advice to 
6. You are therefore requested to draw on us under i 3 
at 30 days' sight, when we shall gladly honour epos des this sum 
gre के लिए अनुरोध का उत्तर 
Reply to Letter Re: Draft 


प्रारंभ में बिक्री का ब्योरा भेजने के लिए धम्यवाव d: 


1. 
2, 


3h 


We thank you for your letter of the 3rd April with t 
he 

Thank you for the Account Sales that you have sent Account Sales. 

of 13th August. with your letter 

This is to acknowledge receipt of your letter of 5th May 


Account Sales. aS also the 


अब बिक्री के दस्तावेज़ ठीक होने की स्वीकृति दें : 


4. 
Sb 
6. 


This having been examined was found in order, 
We have examined it and have found it in order. 
On examination the document has been found in order, 
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अंत में gree की quem d: 


T. 
Me 


9; 


We have accordingly drawn on you through the Dena Bank for 
Rs. 500/- at thirty days' sight. 


Accordingly we have drawn on you for an amount of Rs. 750/- through 
the Central Bank at 30 days. 


So please be advised that we have drawn on you through the Bank of 
India for the sum of Rs. 900/- at 30 days' sight. 


कलेक्शन के लिए बिल भेजने का पत्र 
Letter Re: Bill for Collection 


प्रारंभ में ड्राफ्ट का ब्योरा वें : 


it 


We are pleased to enclose the following drafts for favour of collection : 
Rs. 559—at sight on Rao & Co. 


Rs. 300—for 25th May on Shastri Brothers. 
Rs. 700—for 6th August on Soni & Sons. 


Rs. 1,550— payable in Bombay. 


2. Kindly find enclosed the following drafts for favour of collection : 

3. We are herewith sending the following drafts for favour of collection 
as per details given below : ' 

इसके बाद Svr का अनुरोध फरें : 

4. We shall be obliged if you would credit the Proceeds to our accounts, 
and advise us of receipt by return. 

5. Kindly credit us with the proceeds and intimate recei 
of post. ate receipt to us by return 

6. 


We thank you in advance to credit the procee 
inform us of receipt by return of post. proceed to our accounts and 
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व्यावसायिक परिपत्र 
(BUSINESS CIRCULARS) 


जब एक ही जानकारी बहुत सारे लोगों को बेनी होतो है तब सर्कुलर लेटर भेजा जाता है. महत्त्वपूर्ण 
व्यावसायिक घोषणाएं करने फे लिये-ज॑से नयो दुकान अयवा MAT बोलना, नया पार्टनर लेना, पुराने पार्टनर को 
मत्यु आदि में सर्कुलर लेटर उपयुक्त होता है, बिज्ञापन जैसा होते हुए भी सर्कुलर लेटर चुने हुए लोगों को भेजा 
जाता है, इसलिये उसको “पसंनल पत्र” दिया जा सकता है. 

सर्कुलर लेटर लिखते समय निम्नलिखित बातों का ध्यान रखें : 

१. पत्र छोटा रखें, अन्यथा AE IT नहीं जायगा. 

२. पहले परिच्छेद में तो पाठक का ध्यान आकर्षित कर लें. 

३. पत्र को “पर्सनल ST देकर आकर्षक बनाएं. 


नये व्यवसाय के प्रारंभ का परिपत्र (संपूर्ण नमूना) 
(Circular Announcing Opening of New Business) 


Dear Sir/Friend, 

We are happy to announce that we are openin 

d ts stores at th ling a ready- 

Dey. Ce ii e above address on Vijaya Dashmi 

Our ten years’ experience of the trade, mo s 
buyers for. the well-known Nu-look tente" eR bt 
New Delhi, will ensure that goods supplied are high in वह 
and reasonable in price. y 

The stores will open at 10.00 A.M. on the auspicious day 
mentioned above, and as a special inauguration offer a discount 
of ten per cent will be allowed on all purchases made on the 


first day. " 
We hope we may look forward to your visit on this day, 


Yours faithfully, 
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aa व्यवसाय के प्रारंभ का परिपत्र 
Circular Announcing Opening of New Business 


प्रारंभ में नये व्यवसाथ की घोषणा करें : ” 


1. Iam happy to announce that Iam Opening a general stores at the 
above address on Diwali Day. 


2. We have great pleasure in announcing that we are setting up a TV 
repair centre at the address given above on the auspicious day of 
Janmashtami. 


3. Tam pleased to say that I shall open a radio shop at No. 5, New Road, 
Delhi on New Year's Day 


e 
~ 


अब अपनी योग्यता की जानकारी d: 


4. Ihave been in this business for ten years and havea full idea of 
customer requirements in this filed 


5. My experience in this trade as a representative of M/s India Sales 
Corporation will help me serve customers efficiently and promptly. 
6. As Technical Supervisor of 


Fairview Television Company 1 have 
thorough knowledge of TV sets and arn quite familiar with all makes. 


अब नयी दुकान फे बारे में लिखें: 
7. The stores will open at 10 in the morning, 
8. The opening ceremony of the stores will take place in the morning at 
10 o’clock on the day mentioned above. 
9. Weare offering inauguration discounts of 5% on all first-day purchases. 
10. Reso gifts will be offered on all first-day purchases above 
S. 50/-. 


vie में पधारने का निमंत्रण दें: 
li. We look forward to your patronage. 


12. I hope you will visit the shop on the opening day. 
13. May I invite you to avail of the inauguration discount ? 
14. We await your visit with pleasure. 


dt Tren का परिपत्र 
Circular Re: New Branch 


प्रारंभ में नयी sven को सहर्ष सूखना E: 


1. We have great pleasure in announcing that on Ist January we are 
pening UK branch and showroom at 15, Nehru Place, New Delhi. 
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We are pleased to inform you that ihe? “growth of our busi | 

e ६ i usiness has 
made it advisable for us to open a branch for the i i 
customers in Maharashtra, Cia aig 302 
Owing to the large increase in the volume of our t i 
Bombay we have decided to open a branch in Dadar. FR 
We are happy to say that our new stores at No. 9, South E i 

N Een E 75 tension 

Market, New Delhi will be officially o E 
Maes y opened on March 15 by the 


नयी शाखा खोलने का कारण बताएं : 


5. 


U 


Although we feel we have provided you with effici ice i 
2 ient 
past, the establishment of a branch in your part of chet iiy. pe s x 
in your orders and inquiries being dealt with more promptly E 
Although we have in the past served you with effici 
t e ha I V J ciency we feel su 

you will appreciate our wish to give you i कर 
c oi give you still better service by means 


With a new branch near you, you can now ME 
s rel 
prompt attention to your orders. DIDI OLY 


नयी शाखा का ब्योरा d: 


8. 
9: 


10. 


11, 


Mr. Sunil Kumar will be in-charge. 


The new branch will open on 15th April 
and enquiries should be sent to Mr. Sun Race ae m all orders 
Poona instead of to our Bombay office. ; Laxmi Road, 
Our new branch will be situated at 30, Gandhi à 

functioning on 1st May. andhi Road, and will start 


Mr. Prem Prakash, who was for many years at A 
charge of the wholesale division, is the head of the TE pepe in- 


व्यावसायिक संबंध बने रहने की आशा व्यक्त करें : 


12. 


13. 
14. 


15. 


16. 


17. 


i ortunity to express our thanks f. : f 
uen mon the new MU will lead ps ju in dt E the 
in the service we provide. an rds. 
We would welcome a visit by you to our new stores, 

i e should be very glad to receive 
RUE is Poona branch. a ite ceive all your orders 
At this new branch we hope to receive your orders as usual for prompt 
delivery. 


k you for your patronage in the past and assure you t 
We thank y im at giving you our very best attention. 4 i 


shall always a! ba 
lease send your enquiries and orders to our Agra 


in future P : : i 
nell instead of sending them direct to our head office in New 


Delhi. 
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व्यवसाय खरीदने का परिपत्र 
Circular Re: Acquisition of a Firm 


प्रारंभ में खरीद की सूचना d: 


1. Weare pleased to inform you that we have acquired the firm of M/s 
Beauty Products Co., from the 1st of this month. 

2. We have recently purchased the sole interest in the silk Sari business 
carried on by M/s Mysore Sari Emporium at 15, Main Road. 

3. Weare happy to announce that the well-known beauty aids stores, 
M/s Cosmetics Corner of Sunder Market, has been purchased by us on 
the lst of this month. 

अपने बारे में जानकारी दें : 

4. It has been our good fortune to be connected with this line for many 
years and to become acquainted with the special requirements of its 
customers. 

5. Our first-hand knowledge, together with the infusion of additional 
capital, places us in a position to offer eminently suitable goods and 
meet the most exacting requirements. 

6. Wehave been in this busin 


fe 11; ess for a number of years and have 
acquired the necessary expertise to run it with efficiency. 


नयी ष्पबस्था का ब्योरा d: 


ke 


Not only shall we trade under the old name but we shall also make 


every effort to adhere to the old policy of sound service on which the 
success of the firm has been built. 


The business will be transferred to a new department in our main store 
in Connaught Circus, New Delhi, with Mr. Sushil Kumar in-charge as 
departmental manager. 


Mr. Sushil Kumar was the General Manager of the old firm and his 
intimate knowledge of the ready-made garments business, acquired 
during a lifetime spent in the trade, will continue to be at your 
disposal. 


नए megin बताएं : 


10. 


11, 


12. 


We have completely renovated the premises of the old firm and spent 
a considerable amount on pleasing decor. 


The beautiful and varied stock we have taken over will be offered at 


greatly reduced prices in a special sale commencing on Monday, 8th 
November. 


We propose to offer the old stock in a bargain sale next week on very 
attractive terms. 
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पघारने का अनुरोध करे : 
13. We hope you will be good enough to extend your cooperation a usual 
14. xe trust you will be among those customers of the former fi 
will visit the new department to take advantage of some of bsi rue 
bargains that will be available. hx 
15. Weare sure that even unde 
1 z r the n i 
continue to receive your generous aun Ou oe a wal 


पता बदलने की सूचना 
Notice of Change of Addres 
प्रारंभ में नयी जगह फो सूचना वे: 
1. Weare happy to inform you that we h : 
new Office premises in Nav Niwas (lu; been fortunate in acquiring 


2. Wehave pleasure in informing you that 
Garment Company, Ajmeri Gate, Delhi have ए Shirk 3 d of Gorgeous 
Ajmal Khan Road, Karol Bagh, New Delhi. ed to 5/6, WEA, 


नयी जगह फे बारे में लिखें : 
3, The shift is due to the fact that the steady gro ; 
made an early move to new and large Pree HERE business had 
4. The site served by excelled transport faciliti EN: 
be made promptly. i acilities, enabling deliveries to 
5. The new premises also provide scope for bette 
that will increase output and also improve still eus n production 
our products. e quality of 
The new site is in the heart of the city and is within easy reach by rail 
rai 


6. 
and road. 
7. Transport has now become easier and early deliveries are ensured 
अधिक अच्छी सेवा का आश्वासन दें : 
8. We hope to serve you better with these improvements, 


provements in service which we confi 
प्र when the new factory moves into praed eot 
further business between us. produc- 


9. We hope that the im 
to be able to offer yo 
tion will lead to even 


बलीयरेन्स सेल का परिपत्र 
Announcement Re : Clearance Sale 
प्रारंभ में सेल की सूचना दें : 


1. We beg to advise you 
and enclose a catalogu 


that our spring sale will open on M 
e of some great bargains that will be cited 
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2- As from Monday, Ist September, we are holding a closing-down sale. 


3k 


We are holding a clearance sale of our old stocks fora week from 
Monday, February 14. 


सेल के आकर्षणों के बारे में लिखें : 


4. 
S: 


6. 


T 


8. 


All stocks will be cleared regardless of cost. 


There will be substantial reductions in all departments, and in some 
cases prices will be marked down by as much as one half. 


Prices have been reduced in some cases by over 50% and in all depart- 


ments exceptional opportunities are offered of obtaining high class 
goods at prices far below cost. 


All goods offered in the sale are in every way up to the high standard 
of quality on which our reputation is based. 


Stocks to be cleared are unrivalled for both variety and quality. 


सेल के लिये निमंत्रण दें : 


9 


10. 
11. 
12. 


13. 


As the sale is likely to be well-attended we hope you will make it 
a point to visit the stores as early as possible during the opening days. 


During the first few days of the sale you will find many bargains at 
unbelievably low prices. 


We hope you will be able to 
your own selections. 


In case you are unable to pay a visit we shall be ha 
you any goods upto the amount of our stocks 
enclosed catalogue to be despatched on February 1. 


pay usa visit during the sale and make 


Ppy to reserve for 
ordered from the 


Assuring you always of our best attention and awaiting your orders ... 


पार्टनर की सेवा-निवृत्ति का परिपत्र 
Circular Re : Retirement of Partner 
प्रारंभ में सेवानिवृत्ति की सूखना दे: 


1. 
2, 


We regret to inform you that our senior partner, 
has decided to retire on 31st March next. 


We regret to announce that Shri Prakash Chandr: 
and colleague, has found it necessary to decide 
from this partnership. 


We are sorry to announce the retirement from this firm of our valued 
partner Mr. Man Mohan. 


Mr. Rajaram Shastri, 


a, our valued partner 
upon his retirement 


सेवानिवृत्त पार्टनर के बारे में लिखें: 


4. 


Because of ill-health for some time past Shri Kuma 


i ! r had not been 
taking an active part in the management of the partner 


ship. 
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5. Shri Das will, however, continue to act in an advisory capacity 


6. It is a cause of great regret to us that 
HS : we are thu : 
of the ability and experience of one of our oldest won. the ‘benefit 


7. Mr. Varma has had t 1 n 
E N SEERA o take this decision on account of old age and 


व्यवसाय में फर्क न पड़ने देने का आइवासन d: 


8. The withdrawal of his capital by Mr. S i wi 
ra E from the rN Dat MI pomade good by 
rm’s capital will therefore remain unchanged. Cp SoS 


9. The firm will continue to trade under i 
i its i i 
Kumar & Co., and there will be no change TR MENTEM. IA 


10. The business will be conducted as it has been in the past 
11. The deficiency caused by the withdrawal of Shri Kabus capital h 
as 


been made up by contributions from th ini 
fered go e rem 
firm has thus regained its original state of adequate pcc the 
n. 


12. No further change will be made in the constituti 
name, or its policy. (tution of the firm, its 


भविष्य में व्यावसायिक संबंध बने रहने को आश्ञा प्रकट करें : 


13. We trust that the confidence you have shown in . 
will not in any way be diminished by the Burm in the past 
that we may rely on your continued custom. ngement and 


14. We shall certainly do everything possible to e 
present standards of service are maintained. nsure that the firm's 


15. You may depend upon us to maintain our former high Standards of 
० 


service. 
16. We take this opportunity to thank you for your custom in th 
and hope we may count on your continued support. € past 


17. We thank you for your confidence in us in the past and tru. 
will give us an opportunity to prove that our present aded an 


be fully maintained. 
18. We assure you that the same care and prompt attention will be आपि 


to your orders as in the past. 


नया पार्टनर लेने का परिपत्र 
Circular Re: Admissi 
प्रारंभ में नये पार्टनर को सूचना i: 


1. We take pleasure in annou 
as a partner. 


on of New Partner 


neing the admission of Mr. Bharat Bhusha 
n. 
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2. Weare pleased to advise you that we have this day admitted Shri 
- Krishna Chandra to our partnership. 


3. We are pleased to inform you that we have now admitted Mr. 
Ramnath as a partner. 


4. It is a matter of happiness for us to inform you that we have just 
taken Shri Raj Kishor into partnership. 


5. Weare glad to inform you that as from the Ist of the next month Mr. 
Bhaskar Rao, our General Manager, will become a partner in this 
firm. 


नया पार्टनर लेने का कारण बताएं : 


6. The new admission has become necessary following the death of my 
friend and partner Mr. Dhan Raj. 


7. The new admission has been due to the fact that a large increase in the 
volume of our business has made an increase in the membership of the 
firm necessary. 


नये पार्टनर के बारे में लिखें : 
8. Mr. Prakash has been our General Manager for the past ten years 
and is well acquainted with every aspect of the firm’s policy. 


9. Mr. Anand’s expert knowledge and Wide experience will continue to 
be of great value to the firm. 


10. Mr, Verma has been associated for many years with this business in 
various responsible capacities. ; 


11. We are confident that Mr. Pandit will exert all his abilities to further 
the interests of the firm. 


12, A specimen of Mr. Sharma's signature is given below : 


इसके आगे “व्यवसाय में फर्क न पड़ने का आइवासन” और “भविष्य में व्यावसायिक संबंध बने रहने की 
आज्ञा” इन भागों के लिये उपयुक्त areal के नमूने “पार्टनर की सेवानिवृत्ति पर लिखे जानेवाले परिपत्र” में दिये 
गए हैं. 


पार्टनरशिप से प्राइवेट कंपनी बनाने का परिपत्र 
Circular Re : Conversion Partnership to Private Ltd, Company 
प्रारंभ में बदलने की सूचना दे: - 


l. The need for additional capital to finance the considerable growth in 
the volume of „Our trade has made it necessary to reorganise our 
business as a private company. 
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2. Weare pleased to inform you that we have decided to convert our 
firm into a private limited company with a view to raise the necessary 
capital in order to expand our business. 


3. We ate happy to inform yo that we are converting our business into 
a private company with limited liability so that we cou 
still better. i PEERS 
नए नाम आदि का ब्योरा दें : 


4. The name of the new company which will come int i 
the Ist of October 1977 will be “Nav Bharat Co. (P) ng oe een 


5. The new company has been registered, with limited liabili 
name of “Patel & Desai Ltd.” quid Nabil under He 


6. The new company will come into being on the Ist of t 
and has been named “Fashion Wear Co. (P) Ltd." pepe an 
भविष्य के लिये आइवासन d: 


7. Although the constitution of the business has been completel 
we wish to stress that it is in name only. pletely changed, 


8. The nature of the business will remain exactly as before and i 
be no change in business policy. a there will 


9, The personal relationship that has been a marked feature of our 
dealings with customers in the past will be maintained. 


10. We shall continue to do our utmost to ensure that you are co 
satisfied with the way in which we handle your future orders. ropletely 


11. We wish to assure all our customers that so far as their inte 
concerned, the change will be only in name. rests are 


12. We take this opportunity to assure you that you will receive the same 
care and attention in the execution of your orders as in the past, 


13. I hope you will continue to extend your valuable support. 
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एजेन्सी पत्र-व्यवहार 


(AGENCY CORRESPONDENCE) 


किसी Ei i 
area रातों sic b E dT ies 
व्यवसाय की शते भिन्न सिन्त प्रकार की होने के कारण एजेन्ट की Plo afer सदद करते हैं. एजेन्सी 
इन शर्तों का स्पष्ट विवरण एेन्तो पत्र व्यवहार में अत्याबशयक है. लोकल Sg [Am एजेन्सी लेते समय 
सबका आधार कमीशन होता है, अतः इस कमीशन की सात्रा और अन्य शर्तों को यथाच मान्यता जो m em 
न्या x फे qui 


में होनी चाहिए. 


| एजेन्सी के लिए आवेदन-पत्र (संपूर्ण नमूना) 
(Application for Agency) + 


Dear Sirs, 
With reference to your advertisement in the Ti 
e stating abet you rmi 2 res Xen P itu 
orders for your books in bom : rin 
job. $ y, offer my services for the 
On the basis of my long experience of t l 
ood connections with dealers I can cu trade and 
cooperation will be mutually beneficial. you that our 
I represent many leading publishe 
representatives in different parts of the ami Am hae three 
push the sale of your publications. om would 
As for terms I may say that all my suppli 8 
commission, and I would expect the same हे PES me 10% 
I can give you many first class references, bu due 25 
M/s Book Centre, Dadar, Bombay would quM S wie 
information you might desire concerning my status etc. ith any 
Please inform if my proposal is acceptable to you. I 
forward to your reply. - I look 
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सामान्य एजेन्सी अरजी 


General Agency Application 
प्रारं 
1. We should be glad if you would consider our application to act as 


agents for the sale of your footwear. 


2. Weareacting asagents fora number of Bombay publishers and are 
wondering whether your firm is represented in Madras. 
3. We take this opportunity to offer our services as agents for the sale of 
your products in this city. 
4. Being agents for several reputed concerns, we take this opportunity 
to convey our desire to represent your Company, as well. 
sia 
5. If you given us this agency contract we shall spare no efforts to further 
your interest. 
6. Wehope our handling of your first order will lead to a permanent 
agency contract. 
7. Yhopeto hear favourably from you and feel sure not to have any 
difficulty in arranging the terms. 
8. If desirable we can give you several first class references. 
9. We anticipate no problem in settling the terms and conditions for such 
business. 
स्थानीय एजेन्ट की नियुक्ति 


Appointment of Local Agent 


प्रारंभ में नियुक्ति की सूचना दें : 


1. We thank you for your letter of Sth October and have decided to 
entrust to you our agency for Delhi. 

2. We take pleasure in informing you that following your discussions 
with our representative we have appointed you our agent for Bangalore 
from the Ist of next month. 

3. Having carefully taken into consideration the agency terms you offer 
and the references you have provided we are pleased to appoint you 
our agent for Mathura for a trial period of one year. 

4. Weare pleased to inform you that after a careful scrutiny of your 
application and record it has been decided to appoint you our agent 
next the Ist of Jan. 1980. 

नियुक्ति और समभौते के दस्तावेज : 
5. We have put all our conditions, including the terms for commission, 


in a formal agreement duly signed by us, which is sent herewith for 
your counter signatures. 
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If the terms of the said a 
greement me 
you to return us the duplicate copy Gee 5 AE 


Below we recall the terms a. iti i 
; J nd conditions which ou i 
already discussed with you and to which you have Med 2 है ips 


अंत में व्यावसायिक संबंध का प्रारंभ करें : 


8. Jn the hope that the ७100 fi 
sed draft agreeme i i 
; we quote you our present prices, BH are de OE ey See 
. We have already had business relations with a couple of fi i 
city, whom we are now intimating about your a [ ürms In your 
REA ppointment as our 
10. Wenow look forward to a developi i 
m है > 
Ao both parties ping business relationship of benefit 
11. We now request you to let us have 
organise sales during the first six VO UN SNO AREE RM TO 
एजेन्सी की स्वीकृति का पत्र 


Acceptance of Agency 
प्रारंभ में स्वीकृति का उल्लेख करें : 


1 


4. 
5. 


We thane you ipana CE Mec alg Tt pote of yong 
acceptance of your agency. y to convey our 
M es satire i agreement and are happy to 
We are pleased to say that we have gone through your te ; 
uA for agency and accept them to become Goin pens ain un 
d for on Ponies October offering us the sole agency 
ME E A ihe Co NR RUE for your 


अन्य काम की बातें लिखें : ` 


6. 
is 


We have also received your catalogue, which covers an extensive range 


of interesting titles. 
We feel that the prospects of many of your publications are ver 
good, especially because they are suitable for use in schools ud 
colleges as well . zb. 

We propose to incur an initial expenditure of Rs. 1,000/- o 
advertising and will back it with active campaigning through our 38108 
staff. a circular 10 prospective customers in this region 


We are now sending : 
informing them about our appointment as your agents. 
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अंत इस प्रकार हो सकता है: 


10. 
11. 
12. 
13. 


14, 


We thank you for giving us the first Opportunity to take up your 
agency here. 


As your proposed terms are satisfactory to us we have pleasure in 
returning one copy of the contract, duly signed. 


We now look forward tothe development of a mutually beneficial 
business relationship between us. 


We already represent several other manufacturers and assure to give 


` you similar services. 


We accept your terms and conditions as set out in the draft agency 
agreement and look forward to a happy and successful working 
relationship with you. 


सोल एजेन्सी के लिए पूछताछ - 
Inquiry for Sole Agency 


प्रारंभ में आवश्यकता की जानकारी दें और पेशकश करें : 


E 


We have seen your advertisement in today’s Times of India offering 


sole agency of your products in Bombay, and would like to cooperate 
with you in this connection. 


2. We have seen your machine tools in recent exhibition in this city and 
would like to handle your merchandise in the Capacity of sole agents 
for this state. ; 

3. We recently attended a photo goods exhibition here and were impressed 
with the high quality of your products ; so if, as we believe, you are 
not already represented here, we wonld be interested in acting as your 
sole agents for this state. 

अपने बारे में जानकारी दें : 

4. As leading distributors with more than ten years’ standing in the 
garment trade we have very good knowledge of the market in this 
region. s 

5. Through an active sales organisation we have established good contacts 
with leading retailers. 

6. We handle several other agencies but, in non-competing lines, 

7:7 NE: eee eee you, we can supply first class references from 
manufacturers in this state. 

8. Weare well-known distributors with over fifteen years’ standing and 
branches in most of the principal towns of Gujarat. 

9. "We have the knowledge of local marketin 


£ conditions, the experience 


and the resources necessary to bring about a marked development of 


your trade in this state. 
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अच्छे बिज़नेस की आशा करें : 


10. 


11, 
12. 


13. 


We have seen your catalogue and are convinced that there is a 
promising market for your products here in Karnatak. 

We are sure your products would have a good sale in these parts. 

We feel sure that if you gave usan opportunity to represent you we 
would be able to introduce your firm to many institutions which may 
not be having dealings with you at present. 

We are confident that with your quality of products and our selling 
organisation, we can make a grand success of achieving the sales 
target for this year. 


अंत में पारस्परिक सहयोग की आश्ञा व उत्तर की अपेक्षा व्यक्त करें : 


14. 


15. 


16. 


We firmly believe that an agency for marketing your products i 
Poona would be considerable benefit to both of us and look forward 
to the acceptance of our proposal. 


We assure you that our handling of your products as sole agent 
the territory of Maharastra would be to the advantage of pd 


We are convinced that our status as your sole agents in this S 
would be to the immense advantage of both parties. T 


सोल एजेन्सी की पूछताछ का उत्तर 
Reply to Inquiry for Sole Agency 


प्रारंभ में पूछताछ के लिए धन्यवाद दे : 


1 


2, 
3, 
4. 


We thank you for your letter of 22nd November and pleased to h 
that you interested to undertake the sales of our products. a 


We were happy to learn that in your considered opinion there are 
good prospects for the sale of our products in your State. 


We have received with thanks your letter of 8th April and are pleased 
to learn that you like our kitchen appliances. 

We thank you for your letter of Nov. 24, and the interest you have 
expressed in our Organisation. 


अधिक विचार-विमर्श को आवश्यकता पर बल d: i 


5: 


We have not yet decided about a sole agency for Maharashtra, but if 
your representative calls on us when he is in Delhi we would be glad 
to discuss with him the possibility of coming to an arrangement with 
you. 

Perhaps you wouldlike to give us some idea of the terms on which 
you would be willing to act as our agent. 

A rough estimate of the amount of stock you could hold at a given 
time would be welcome. 
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8. 
9. 


“We are an expanding company and interested in a chance to develop 


our trade in your region. 


We would certainly like to get in touch with your representative, when 
he is in town, to discuss all the prospects in details. 


अंत में अन्य संबद्ध बातें लिखें : 


10. -Meanwhile we take pleasure in sending you our catalogue and price 
lists giving detail of discounts. 

11. Meanwhile, your representative may visit our factory while he is here 
and see for himself the quality of the materials and workmanship we 
put into our products. 

12. Meanwhile, we would be pleased to supply you with an initial order at 
quoted prices against a sight draft at 30 days after booking of the 
goods. à 

13. We, in the meanwhile, request you to send us your detailed record of 
sales performance for the past two years. 

एजेन्ट से अधिक कमीशन की मांग 


Agent’s Request for More Commission 


प्रारंभ में मांग की सूचना दें : 


1. 


2, 


4. 


We would be glad if you consider some upward revision in our present 
rate of commission. 

We write this letter to say that in our considered opinion an increase 
in our commission has become necessary. 


We trust you will agree with us that the present condition of the busi- 
ness justifies an increase in the percentage of commission:weé receive 
from you, 

In view of the present conditions of the market we request you foran 
increase in the rate of commission. 


att की आवश्यकता का. विवरण दें : 


3: 


6. 


Marketing your goods has proved to be more difficult t 
when we undertook to represent you. pan expected 


Since we undertook your agency many com petitors h 
: ave 
market and established themselves. बाज e 


As a result of greatly increased competition we have been able to hold 
our own only by putting pressure on our salesmen and increasing our 
expenditure on advertising. 


Ke do not think we should be expected to bear the whole of the addi- 
tional cost without compensation in some form. 
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10. 


Although your new line is attractive, your competitors are fi 

l our 1 tractive, rml 
established in this market and it will be a hard fight to win barnes 
in face of such opposition. 


As my sales efforts on behalf of your products will now mean 
considerable additional outlay I must ask you to bear part of the 
increased costs. 


अंत में अधिक कमीशन मिलने की आशा प्रकट करें : 


Nl: 


12. 


13. 
14. 
15. 


16. 


ile 


18. 


We feel the compensation from your side could most conve i 
f . á nien 
take the form of an increase in the rate of commission by 2%. dy 


We suggest an increase of 2% in the commission after c 
: : : : arefi 
calculating the increase in our selling costs. uy 


Underthe circumstances we do hope you will accept an upward 
revision in our existing arrangements In regard to commission 


The way out of this situation would be for you to allow me ani 
commission on the sale of your products. Rs es 


I shall be pleased to hear what you have to Suggest in this direction 
We rely on your giving our suggestion sympathetic attention. 


We know we can rely on youto consider our present 
understanding and sympathy. request with 


We trust you will take a considerate view of the circumstances and 
allow an increase in the rate of commission. 


एजेन्ट को अधिक कमीशन को मांग का उत्पादक दवारा उत्तर 
Manufacturer's Reply to Agent's Request for More Commission 


प्रारंभ में पत्र मिलने को सूचना वें : 


Thank you for your letter of 21st July. 


2 i dated Feb 
` We are in receipt of your letter dated February 2, 1977, 

$ Your letter of the 8th July duly to hand. 

एजेन्ट की कठिनाइयां स्वीकार करें : 

4. We appreciate the problems presented by your competitors. 

5. We appreciate the one efforts yoy aspe made to meet the changed 
'  eituation and their satisfactory resu ts. i 

6 AN E: products will stand the test. of time we realise that x 
' the Sneanwhile the growing competition must be met by more active 

T We dr it would not be reasonable to expect you to bear the full 


आगे की कार्यवाही के बारे में लिखें: 
8. 


cost. 


ase commission would be difficult, as our prices 


, to incre 
Hn e only a Very small profit. 
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12. 


13. 


Instead of increasing your commission we propose to allow you an 


advertising credit of Rs. 1000/- in the current year towards your addi- 
tional costs. 


However, in view of the very small margin of our profit we can in- 
crease your percentage by only 1295. 


We accept your proposal for a 2% increase in your commission but 


. only as a short-term measure for 6 months. 


We hope you will be happy with the alternative arrangement we have 
suggested. 


With due appreciation for your efforts to maintain the sales of our 


products, we regret to be unable to increase your commission for 
another 6 months. 
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31 
व्यवसायिक हवाले एवं सामाजिक स्थिति की पूछताछ 


(TRADE REFERENCE AND STATUS INQUIRY) 


उधारी के आधार पर होता है, यही a- 
में बड़े पैमाने पर होनेवाला बहुत सारा व्यापार उधा 

आधुनिक Tae संबंधी पूछताछ की आवश्यकता का प्रमुख कारण है. उधार लेनेवाले व्यक्त 
सार हा oH उधार देनेवाले व्यक्ति को होना आवइयक है, और यही इस momant का प्रमुख उद्देश्य है. 
की अच्छी PA आथिक आनवान की पूछताछ करना आधुतिक व्यवसाय में सर्वत्र प्रचलित है, फिर भी 
yet pen ag शिष्ट भाषा में हो और साथ ही impersonal भी, 

यह भाव 


में कसी संबंध में, उसका सही और उपयुक्त होना आवश्यक है. 
अपने बारे में हो या अन्य बि बघ म, 
ऐसी पूछताछ का जवाब 


ह॒वालों के लिए आपूर्तिकर्ता का अनुरोध (संपूर्ण नमूना) 
T (Supplier's Request for References) 
i en you for your order of 9th March. 


thisis your first order with Hs We wo 
3 e it. 
5 how pleased we were to receiv 
men 


When opening new accounts it is our 
e f 

stomers for trade references. 
cu 


uld like to 


Practice to ask 


f us the names and 
Will you, Pin Sue a have dealings ? 
of two other os this information by return of post. 
be glad FUR we have taken up your order į 
Medias despatch on hearing from you. 


addresses 
We shall 


n hand for 


Yours faithfully, 
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आपूर्तिकर्ता का हवाले के लिए अनुरोध 
Supplier’s Request for References 
प्रारंभ में हवाले भेजने का अनुरोध करें : 
1. We shall be glad to take in hand your order of 3rd February for 
immediate delivery if you will send us the customary trade references. 


2. Subjectto satisfactory references we shall be glad to provide the credit 
facilities asked for in your letter of 15th October. 

3. We were pleased to receive your order of 15th May and shall be glad 
to consider credit terms if you will Kindly supply the usual trade 
references. 3 


4. We are happy to receive your order of 2nd November and could 
extend the required credit if you will Kindly send us the name and 
address of your bankers. 


5. Thank you so much for your order of 10th June, but we have to 


inform you that we require references from firms desiring to open an 
account with us. 


6. We thank you for your order of 4th November, but since this is your 
first order with us i i 


if, 
ब्यबसायिक सहकार्यं का आइवासन दें : 
8. While this routine matter is being settled we shall be preparing your 


order, so that it may be executed within the time mentioned by you. 


9. We assure you that this is a normal practice, and trust you will not 
' . mind our following it. 


10. This is a rountine practice and we are sure you will not mind. 
ave के वाकय अंत में देने हों तो इस तरह दिये जा सकते हैं : 


ll. To enable us to take up the usual references we would be glad if you 
We 3 have the names of two firms with whom you have had regular 
ealings. 


12. Please send us the name and address of your bankers 
take up the usual trade references. 30 that we can . 
डोलर से प्राप्त feta का qu 


er’s Supplies References 


l. Thank you for poe letter of 5th April. For info 
T to 


credit please ze Tmation concerning our 


soosoo 
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As requested in your letter of 7th August i 
below the names of two dealers to hon sauna el eee 


In response to your letter of 4th January : 
bankers, who are.... we are happy to referto our 


Thank you for your courteous letter of 8th Jul i 
the need for references and have completed and now resa iun 
credit-application form giving the names and addresses of iae your . 
known firms with whom we have had dealings for many yea WO well- 
the name and address of our bankers. years and also 


In response to your inquiry we have to say th 

A : t you ma 
references with the following firms, with whom we 1. y take up 
over many years. whom we have had dealings 


We thank you for your letter of Sth Ju i 

the following firms as references to Sabie न sod give the names 
financial standing : inquire into our 
We thank you for your letter of 5th Octob 3 

you that we are dealing with M/s Modeni Utilities प्लस to inform 
town for the last five years. mpany of your 


काम को बातें लिखें : 


8. 


11, 


We now have pleasure in sending you a fi fi : 
pocket transistors at your listed price of oe pr iod ‘Madhur” 
usual monthly terms. SS 25%, on your 
We note that we may expect delivery, by th ४ 

goods already ordered and look forward: to Pi Lh of the 
We now look forward to a large volume of business t ime, 
advantage. © our mutual 
We now hope that the goods ordered by us 

urgently. 4 would be despatched 


प्रारंभ की जानकारी अंत में देनी हो तो इस प्रकार d: 


12. 
13. 
14, 
15. 


Wa ie died C3 to whom you may refer 
ve cash a bei oftwo firms who are willing to supply the 
igs पे as to our standing We refer you to our bankers, who 
Side (eerie dde LAT the following firms will be 
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आपूर्तिकर्ता का व्यक्ति को पत्र 
Supplier Takes up References 


प्रारंभ में हवाला देनेवाले का उल्लेख करें : 


1. 


2. 


Messrs Fancy Footwear of Baroda wish to open an account with us 
and have given us your name as a reference. 


We have today received an order for Rs. 1000 worth of goods from 
Cookwell Kitchen Stores, Faridabad, who have given us the name of 
your Company as a reference, 


Mr. Anil Kumar of 13, Nehru Road, Agra has referred us to you for 
information concerning his standing. 


We have received a large order from Messrs Welcome Garment Stores, 
New Delhi and should be gratefulfor any information you can give 
us concerning their reliability. 


Messrs Modern Cosmetics Company, Delhi, have referred us to you 
for information regarding their credit standing, as they wish to open 
2 credit account with us. 


We have had a request from Messrs Tyre Tube Traders of Ghaziabad 
for supplies of our products on credit. They state that they have 
regularly traded with you over the past three years and have given us 
your name as a reference. 


जानकारी भेजने का अनुरोध करें : 


T. 
8. 


9. 


10. 
11, 


12, 


13. 


14, 


We would thank you „to provide us reliable information concerning 
this firm's creditworthiness. 


We would be grateful if you supply us with that ever information you 
can about the firm's general standing. 


Please say whether, in your opinion, this concern is likely to be 
reliable for credit up to Rs. 1000/- and whether they settle their accounts 
promptly. 

We wish to. know if, according to you, this company is good for the 
amount of their order and in every way trustworthy. 


We shall be most grateful for any information you are able to give us 
about this firm. 


We shall countit a favourif you kindly tell us whether you have 


found this company to be thoroughly reliable in their dealings with 
you and prompt in settling their accounts. 


We gather that the credit requirements of this firm may amount to 

a 
much as Rs, 5000 per month and should be grateful for your Simion 
of their ability to meet commitments of this size. 


Any other information you can give us about this co 
welcome, mpany would be 
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मोपनीयता और प्रति-सहकार्यं का आइवासन दे: . 


15. It is needless to add that any informati i 
in strict confidence. y ods cuPBly willbe treated 


16. We should, of course, treat i à T हि 
id , u reat as strictly confidential any advice you give 

17. Your reply will naturally be treated in strict coufidence. 

18. We hardly need to say that any informati i i ; 
complete confidence- d non you give us will be in 


19. We shall lyt mA 3 
M 5 d s Pe only too glad to render you a similar Service, should the 


20. We should be too pleased to perform a simila ice f ; 
the opportunity ever arises. 7 service for you, should 


21. We shall be only too pleased to perform a sim; ice fi 
should the occasion ever arises. similar service for you 


घन्यवाद वें : 

22. We shall be very grateful indeed for your help. 

23. Please accept e E AERE for any help you can give us, 

ar Eo jvm di सा Ouran give us will be 
जवाबी लिफाफा भेजने का form करें : 

25. We enclose a stamped, self addressed envelope for your reply. 


26. Please find enclosed a stamped and self addressed Ó 
of your reply. k envelope for favour 


arta व्यक्ति का उत्तर 
Replies to References 


प्रारंभ में अपने बिचारों से अवगत कराएं : 
1. We are pleased to state that the firm referred to in 
June is small but ur un and highly respectable ur letter SN 
been established in this town for more than 25 years, Who have 


2. We believe the referred company to be trustworth; and 
we are bound to say that they have not always z rel 
with us in time. : i 

3. In our opinion this seems to be a case in which canine 
As far as we know they are a reputable firm, but - ur necessary, 

knowledge of their financial standing. € no certain 

5. We suggest that you make additional enquiries fro 

es m other sources 


iable, tho 
ttled their acco 
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10. 


In response to your letter of 5th March we welcome the opportunity 
to report favourabiy on Messrs Gorgeous Garment Company, Delhi. 


In reply to your letter of 17th September we can thoroughly recom- 
mend the firm you enquire about. 


We regret that the firm about which you enquire in your letter of 15th 
July is not well known to us. 


Concerning the firm mentioned in your enquiry of 28th February we 
recommend a policy of caution. 


We are sorry we cannot help you with information concerning the firm 
referred to in your letter of 20th October. 


अपने घिचारों का कारण और संबंधित ब्योरा दें : 


11. We ourselves have now been doing business with this firm for more 
than five years on credit terms and they have always made payments 
on due dates. 

12. The company you refer to has placed regular orders with us for many 
years in the past. ^ 

13. The account of this firm with us is on quarterly settlement terms, but 
we have never allowed it to reach the sum mentioned in your letter. 

14. We have had only occasional and small dealings with this firm, and 
even so accounts were not always settled on time. 

15. Itis true that they have placed orders with us on a number of occa- 

- sions during the past three years, but the amounts involved were 
small. 
अंत में गोपनीयता का अनुरोध करें : 

16. We hope this information will be helpful and that you will treat it as 
confidential. 

17. Weare glad to be of help, but ask you to ensure that the information 
we have given you is treated as strictly confidential. 

18. We trust your assurance that the information we have given will 
treated in strict confidence and regret that we cannot be cE any i 
helpful. 

19. The foregoing information is given to you on the clear u i 
that it is treated as strictly confidential. nderstanding 

20. This information is given to you in confidence and without respon- 
sibility on our part. 

21. We regret that we do not know this firm well enough to give you an 


opinion of them and that we cannot be of any h 


ब elp to you in this 
regard. 
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आयात-निर्यात पत्र-व्यवहार 
(EXPORT-IMPORT CORRESPONDENCE) 


आयात-निर्यात व्यवसाय के उतने हो पहलू होते हैं जितने देश के अंतर्गत व्यवसाय के. अतः उसके लिए 
भिन्न-भिन्न प्रकार के पन्नों की आवश्यकता पड़ती है, जिनके नमूने इस विभाग में दिए जा रहे हैं. लेकिन पूछताछ 
हो या उत्तर, सभी पत्रों की मूलभूत शेलो दो प्रमुख गुणों से युक्त होनी चाहिए--स्प्टता और शिष्टता. इस TA- 
व्यवहार में जहां बहुत ज्यादा तकनोको बाते आ जातो हैं वहां सवंसंपन्न ढाँचा प्रयोग में लाना उचित होगा, 


निर्यातकर्ता को उत्पादक से पूछताछ (संपूणं नमूना) 
(Exporter's Inquiry to Manufacturer) 


Dear Sirs, 

One of our valued foreign clients has entrusted us with the 
purchase of decorative silverware and imitation jewellery and 
we would like to know if you can provide us with a variety 
particularly suitable for the West European market. We have 
in mind some really artistic pieces with imitation pearls, which 
could be considered above average. 

As definite price-limits have been fixed, we hope you will 
make an effort to submit a really competitive quotation. 

Thesize ofthis trial order will enable you to assess the 
value ofthis connection, and we feel it hardly necessary to 
remind you of the benefit likely to accure to you from the 
supply of good quality products. 


Yours faithfully, 
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निर्यातकर्ता की उत्पादक से पूछताछ 
Exporter’s Inquiry to Manufacturer 


प्रारंभ में विदेशी ग्राहक को तरफ से को गई पूछताछ को जानकारी दें : 


1. 


2; 


3: 


One of our clients in Europe has recently written to us saying that he 
is interested in large-scale purchase of Indian dress materials. 


One of our regular customers abroad has informed us that he wishes 
to purchase large quantities of artistic objects of Indian handicrafts. 


It will interest you to learn that a reputed foreign dealer in imitation 
jewellery wants to introduce Indian fashions in his market. 


अब उत्पादक को संभाव्य सहायता के संबंध में पूछताछ करें : 


4, 
5. 
6. 
7. 
8. 


9 


We would therefore like you to let us know if you can supply an ade- 
quate quantity of such material, particulary suited to Western tastes. 


Consquently we are interested in knowing if you can undertake to 
supply such goods of a high quality suitable for the export market, 


So please tell us if you can execute a large order of such goods as per 
specifications. 


We are specifically thinking of small carved pieces in rosewood and 
ivory. 


It is essential that the material should be printed with typically Indian 
motifs. 


Our client is particularly interested in sandalwood articles, 


इसके पश्चात मूल्य फे संबंध में सुझाव दे: 


10, 


11. 
12, 


We suggest that a really competitive quotation wo 
good avenue for your products for you. 


We need not tell you that a real 
excellent future prospects for you 


It will be obvious to you that your price will ha MOM $ 
definite price limits that our customer has in mind to be within certain 


uld open up a very 


ly competitive quotation can mean 


अंत में अवसर का लाघ उठाने को कहें : 


13, 
14, 


15; 


Our trial order will convince you of the potential of this connection 


It will beclear to you that supplying a satisf: 
bring you immense benefits in Oo of Cs are ae could 
We need hardly point out to you that this is 

f an excelle ; 
or you to enter the €Xport market in a big way provided Ronni 
of your products meets high Western standards: quality 
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उत्पादक का निर्यात कर्ता को उत्तर 
Manufacturer’s Reply to Exporter 


प्रारंभ में पूछताछ के लिए धन्यवाद d: 


1. 
2 
3. 


We are obliged for your inquiry of 4th August. 
Thank you for your letter of inquiry dated 4th August, 1977. 


We are grateful to you for your kind trade enquiry in your ] t 
4th August, 1977. quiry in your letter of 


पूछताछ का उत्तर दें: 


4. 


5. 
6. 


We would be prepared to supply our well-known products at 
prices less 10% discount with free delivery to your destination 0 


We trust you find our price quite competitive. 
We have offered a special price in view of the size of your order, 


We assure you that our quotations for both large and small orders will 
be extremely competitive. 


We are quite confident of meeting your delivery schedule. 


We are working full time on these products and can meet any re 
delivery date. y reasonable 


माल के बारे में fad : 


10. 
11. 


12, 
13. 


Our imitation jewellery is widely exported and its 
increasing. 


Our products are becoming more and more po ular in 
and they have also been introduced in the USA. Western Europe 


Some samples of the same are forwarded to 


Under separate cover we are sendin 
inspection. 


demand is constantly 


you for your inspection. 
8 you some samples for your 


अंत में व्यवसाथ की आशा व्यक्त करें : 


14. We now look forward to receiving further i | i 
A : in 
your earliest convenience. E structions from you at 
15. Looking forward to receiving your order... 
16. We trust you find ou i fi : P : 
order y 7 terms attractive enough for placing an immediate 
इन्डेन्ट 
An Indent 


प्रारंभ में इन्डेन्ट भेजने को सूचना दें : 


i 


We enclose an indent No. 


4 i ; 
colourful designs. 345 for 150 pairs of Nylon socks in assorted 
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Please find herewith our indent No. 123 for 50 pure silk saris in various 
shades and colours. 


3. With this letter we are sending you our indent No. 689 for 200 hand- 
woven scarves of various colours. 
माल के बारे में लिखें : 
4. The quality of the goods must be high and the print attractive, 
5. The quality of the goods must be suitable for an advanced western 
market and the patterns must be fashionable. 
6. Kindly ensure that all pieces are of the proper export quality. 
7. While executing this order please take care that only such colours are 
used which can sell in the wining spring season. 
8. Please note that only Autumn colours are to be used for this lot. 
9. Please see that the goods, in terms of quality, meet with the standards 
laid down by the Textile Committee, 
आशिक प्रबंध के बारे में लिखें : 
10. Please attend to the insurance at your end. 
11. You may draw on us through our bankers, the Mercantile Bank, at 60 
days sight. 3 
12. We would like you to make the necessary insurance arrangements 
yourself. 
13. Please send the consignment with freight prepaid. 


इन्डेन्ट का उत्तर 
Reply to Indent 


प्रारंभ gère पहुंचने की सूचना दे : 


1. 
21 
3 


os you for your letter of Sth June 1977 and your indent 
This is to acknowledge with thanks receipt f 
along with your indent No. 432, आम of th June 


We have received your ind ; 
51 o your indent No, 432 sent with your letter dated June 


भागे की कार्यवाही की सूचना दें : 


4, 


5p 
6. 


We have booked this indent and 
Singapore. 

The said indent has been booked and forwarded to your party in Tokyo 
We have promptly completed the procedure i q i 
and forwarding it to your contact in London, Quem videni 


have forwarded it to your friend jn 
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अंत इस प्रकार हो सकता हैं: 
7. We shall inform you on hearing from them of its acceptance. 
8. We shall get in touch with you on learning about their accepting it. 


9. On hearing from the party about its being accepted we shall advise 
you accordingly. 


आडर के मुताबिक माल निर्यात करने को सूचना 
Intimation Re : Execution of Export Order 


प्रारंभ में निर्यात की सूचना दें: | 


1. It is with pleasure that we advise you of the despatch of your goods, 
which have been shipped today by SS Jal Bharat. 


2. Weare glad to advise you that the goods as per your order No. Ex. 
P/401 of July 21, 1977 have been despatched by S.S. Jal Vihar, which 
left Bombay for London today. 


3. "We are happy to inform you of the despatch of your goods by S.S. 
Neel Sagar leaving Calcutta today for Singapore. 


We trust that the goods will reach you in good condition. 


EZ Es 


We hope the consignment reaches you safely. 
6. We are pleased to inform that we have today shipped all the goods as 


Ron pices No. 421 dtd..., under AWB No....dtd....and our Invoice 


बस्वावेज का ब्योरा दें : 


Ln 


. In accordance with terms of payment agreed, we ha 
shipping documents to the Bombay Bask at 60 Saye st pare We 


8. We trust you will accept on presentation and take deli 
ippine d SAM: t c e NOM of the 
Os gament, viz. Bill of Lading, Invoice and ertificate of 


9. We hope you will find all the documents in order, 
10. All relevant documents are enclosed. 
1l. A ०००५ of our Invoice No..., the original of th z 
packing list is enclosed for your EE. € GSP. Form A and 
अंत इस प्रकार हो : 
12. Awaiting further orders... 
13. We hope to have more opportunities to serve you. 


14. We hope our export house has man 


; : y more opportunities ; 
business relations between us. s to consolidate 
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15. 


We look forward to further enquiries and orders from you. 


निर्वात माल के बारे में दोनों तरफ के कुछ और eredi के तमूने 


WTC : 


16. 
17. 


18. 


19. 
20. 
21. 
22. 


23. 


31. 


32. 


We are sending you a consignment of Kashmir Shawls by S.S. Delhi 
Derbar for sale on our account. 


We regret that we cannot handle your goods on our own account, but 
would be willing to take them on a consignment basis. 


We have today sent to you byS.S. Jal Bharat a consignment of 100 


bags of Dehra Dun rice, for which we enclose bill of lading and our 
Invoice. 


We enclose our invoice for the goods shipped by S.S. Young India, 
due to arrive at London on 15th April, 1977. 


We enclose the bill of lading for goods you will shortly receive by 
S.S. Jal Jawahar, which started from Bombay on 15th October, 1977. 


Thank you for your letter of 13th February notifying shipment by S.S. 
White Queen of 200 boxes of Nylon shirts. 


Thank you for your advice of despatch and the bill of lading for the 
consignment shipped by S.S. Europa. 


The consignment you sent us by S.S. Jal Bharat has been sold at very 
good prices. 


We are delighted to learn that the consignment of sh é 
Jal Sagar has brought such good OH Man EYS; 


We enclose the bill of lading and shipping d 
will have no difficulty in collection of tHe geod, We and hope you 


You will of course credit our account with the anount due. 


We look forward to hearing that you h : ; 
tory prices. 8 you have been able to obtain satisfac- 


We shall send you the proceeds as soon as the goods are sold. 


We Rope to send you our account sales, with banker's draft, within a 
week, 


We note your instructions concerning the proceeds of the sale and 
will credit your account with the net amount due. 


We enclose our amount of sales and shall be glad if you wi 
us at two months for the amount due. à HN Sra on 


We hope you will be satisfied with the results of the i 
ill be S present consignment 
and that you will give us furt Enmen 
"m you will give us further opportunities to handle your consign- 
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निर्यातकर्ता के विदेशी प्राहक को माल भेजे जाने की सूचना 
Exporter Informs Foreign Customer about Executing Order 
प्रारंभ में धन्यवाद वें और साथ हो माल भेजने की सूचना d: 


llc 


2: 


We thank you for your order of 3rd April and have lost no time; 
approaching the manufacturers. deine dn 


As a result of our prompt contact with the manufacturer we have been 


able to arrange for the shipment of the goods b S. 
requested. P goods by S.S. Neel Sagar as 


We are grateful to you for your order No. PL-390 of 2nd M 
receiving which we promptly got in touch with the कल ih E. 
We thankfully acknowledge receipt of your order No. 345 of J 

1977 and take pleasure in informin th i iate ot duly 15, 
E ead ming that we immediately contacted the 
We have been able to 


Ship your goods in ti 
required by you, P your goods in time by SS. Jal Seva as 


माल फे बारे में लिखें : 


i AIT ETE SCR tonnes OP aE ey oan and we are 
7 customers require. n8 Provided: you with exactly what your 
Ud e rele pea Fle as per your Specifica- 
पैसों के बारे में लिखें : \ 
NECI an ae हि व 82805 against payment 
10. ms is a standard procedure with us and we hope you will TY: mind 
11. Ne ould relax our payment procedure on receiving satisfactory 


अंत में अधिक व्यवसाथिक संबंध की आज्ञा व्यक्त करें : 
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13. 


14. 
15. 


We are confident that our handling of this s 
you to place many more. first order will encourage 


We look forward to obtaining your permanent fi 
of.such goods. nt agency for the supply 


We look forward to many repeat orders for mut 


We okt poa i ual benefit. 
e look forward to establishing a lasting busi i i 
We B business relationship with 
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आयातित माल के बारे में आयातकर्ता का दलाल को पत्र 
Importer Informs Broker about Imported Goods 


प्रारंभ में माल आने को सूचना दें : 


qu 


We have just received from a leading British house a consignment of 
50 boxes of woollen sweaters, to which we ask you to devote your 
very best attention. 


2. We have very recently received 100 high quality tape-recorder-cum- 
transistors from a reputed West German Firm and we invite your 
attention to these goods. 

3. Fifty complete sets of top class cosmetics have just been received by 
us from the world famous firm Gala of London, and we take this 
opportunity to bring it to your notice. 

माल बेचने को व्यवस्था के बारे में लिखें: 

4. This commission represents an excellent opportunity for working up 
a most desirable connection with this firm, which is a big exporter of 
sweaters. 

5. In case of further orders, selling arrangements, would, in each case be 
entrusted to you. 

6. It is probable that the initial commission of 5% would be maintained. 

7. We feel this is a very good chance of establishing a profitable business 
connection with this firm, which is a large exporter of many makes of 
blades. 

अंत में आडंर की अपेक्षा व्यक्त करें : 

8. We shall be glad if you immediately avail yourselves i 
order enclosed. 1 of the sampling 

9. We hope you will exploit this opportunit i 
for these products. Rp Y by placing a sample order 

10. We expect you will like to or 


own market. 'der these high quality products for your 


mafa माल पहुंचने के संबंध में प्रायातकर्ता (इस्पोर्टर) का पत्र 
Importer's Letter Re : Receipt of Imported Goods 
प्रारंभ में दस्तावेज मिलने की सूचना d : 


1. 


9 


39: 


We thank you for your Advice N 
tools despatched by SS Blue Ocean 


This is to acknowledge receipt of your Advice 
covering the woollen goods despatched b 


We are glad to say that we have received 
regarding the sports goods that you h 
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ote and the B.L. covering machine 


as well as Bill of Ladin 

y SS Thames Trader. i 
your Advice and also the B.L. 
ave despatched by S.S. Jal Bharat. 


भाल के संबंध में लिखें : 
4. Weare happy to say that the goods have arrived in perfect condition. 


5. Weare glad to inform that the consignment has reached us in good 
condition. 


6. 1015 a pleasure for us to report that the goods have reached us 
without their being damaged in any way. 


We hope to place these goods on the market at the best possible prices, 


8. Itis hardly necessary for us to state that no efforts will be Spared to 
place the consignment at the best possible prices, 


पैसों के संबंध में लिखें : 
9. The proceeds will, of course, be forwarded to you without delay. 


10.: The proceeds of the goods will be forwarded to you as soon as 
possible on realisation. 


11. We shall remit the proceeds at our earliest. 


आयातित माल की बिक्री के बारे में दलाल का आयातकर्ता को पत्र 
Broker's Letter to Importer Re: Sale of Imported Goods 
प्रारंभ में बिक्री की सूचना दे : 


1. We are pleased to state that the 100 boxes of nylon soc 
our care have realised a very attractive figure of. Rs. 60001 don 


2. Weare happy to inform you that the 50 boxes of j 
all been sold for a total sum of Rs. 2000/-. हम की 5 पदक 1898 


3. Itisa matter of pleasure for us to report to you that th i ; 
of imported tape recorder-cum-transistors that you gave Signmont 
charge has been disposed off for a sum of Rs, 25,000/-, “ND ur 


पैसों के बारे में लिखें: 


4. We enclose for this sum our ch 
New Delhi, Fs Sum our cheque No. 234/B on the Bank of Baroda, 


5. You will of course credit our account with Rs. 300/- 


commission. due to us as 


6. We are sendin 
Bombay Ltd. 


7. A sum of Rs. 550/- ma 
sion. 


& you this sum by cheque drawn 9n the Bank of 


y kindly be credited to Our account as commis 


8. We request you to remit the Payment to our commise; : 
account, which works out to Rs. 1050/-. 'Ssion On this 
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अंत में अधिक धंधे की आशा प्रकट करें : 


pi 
10. 


11. 


We look forward to receiving further orders from you. 


We trust your suppliers will be satisfied with the result of this consign- 
ment. 


We hope the results of the present transation will encourage you to 
entrust to us many more such consignments. 


आयातकर्ता का विदेशी आपूर्तिकर्ता को अदायगी के बारे में पत्र 


Importer to Foreign Supplier Re : Payment Procedure 


प्रारंभः 
1. 


2. 


10. 


We have received your invoice No. LP-340 and agree to accept your 
draft at 60 days for,the amount due. 
Thank you for your letter of 17th November. We should be glad if 


you would agree to draw on us at 30 days; documents against 
acceptance. 


As requested in your letter of 3rd June we have instructed the Bank 
of Baroda to give a credit for Rs. 25000/- in your favour. 


We are sorry to have to ask for the term of your bill dated 15th J uly 
to be extended for one month. ` 


I regret that at the moment I cannot meet in full my acceptance, which 
is due for payment on 23rd December. 


Please let us know whether you are prepared to give us credit terms. 
Please draw on us for the amount due and attach the shipping 
documents to your draft. 


We would like to pay by bill of exchange at 60 days sight and be glad 
if you agree to this. 


As requested, we will arrange to openan irrevocable letter of credit 
in your favour. 


Our acceptance will be honoured upon acceptance of the bill at the 
Strand, London, branch of the Bank of Baroda. 


निर्यातकर्ता का विदेशी ग्राहक को अदायगी के बारे में पत्र 


Exporter's Letter to Foreign Buyer Re : Payment Procedure 


प्रारंभ : 
1. 


21 


We have considered your letter of 25th May and are pleased to grant 
the credit terms asked for. 


As requested in your letter of 5th August we have drawn on you for 
the amount of our April account at three months from today. 


314 


a — 


11. 
. 12. 


As agreed in our earlier correspondence we have drawn on you for the 
amount of the invoice enclosed. 


We enclose our invoice No. 385 and as requested have drawn on you 
at 60 days for the amount due. 


Kindly accept the draft and return it as soon as you can. 
Kindly honour our draft when presented. 


Weare quite willin 
acceptance basis. 


We have asked our bank to 
payment of our draft. 


Shipping documents, and our draft for acce 
on to the Punjab National Bank. 


As arranged, we have instructed ou. 
against payment of our draft. 


AS soon as the credit is confirmed, we will Ship the goods. 


Your terms of payment on D.P. basis is acceptable to us and we have 
instructed our Bankers accordingly. 


£to put your account on a documents-against- 
part with the shipping documents against 


ptance, have been passed 


r bank to surrender the documents: 
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" 
> dr 


LOT AM 
७५ Y 
{X iris 


में व्यवसायकर्त्ता को dat के साथ पत्र-व्यवहार करना पड़ता है. यह पत्र-व्यवहार साधारणत: मषचारिक होता है 
f समान ढांचा रखना संभव नहों. इसलिये ag 
> TA का आशय स्पष्ट होना चाहिये, 


Was के लिये बेंक से अनुरोध (संपूर्ण नमूना) 


(Request to Bank for Overdraft) 


Dear Sir, 


With reference to our meeting on 3rd June we request 
your permission to overdraw 


our account upto a limit of Rs, 
2000/- between October 15 and December 15, 1978, 
As explained to you during the meeting we have to Meet 
during this period certain capital cost incurred ; i 


of our business, 


As security we shall deposit with you Saving Ce 
worth Rs. 4000/- and an insurance Policy for Rs, 1500/ 


ओवरड्राफट के लिए बेंक से अनुरोध 
Request to Bank for Overdraft 
प्रारंभ में इच्छित ओवरड़ाफ्ट का ब्योरा दें : 


i i i for your 
l. As discussed in our meeung yesterday we would thank you ° 
Permission to overdraw our account upto Rs. 3000/- in the period 
from October 15 to December 15, 1978. 


2. "With reference to our discussion with you on 15th May, we request 


fi f 
ou to permit us an overdraft on our account to the amount o 
Rs. 5000/- during the period from October 15 to December 15, 1978. 


i fi ld be 
3. As I explained to you when we met day before yesterday, I would bi 
grateful if you Sold allow me to overdraw my account upto a limit 
of Rs. 1000/- only between October 15 and December 15, 1978. 
अब ओवरड्राएट माँगने का कारण बताएं : 


W i d this facility to meet certain 
4. e have already explained that we need this acility 1 
vital capital costs to be incurred towards expansion of business. 


; i i i to meet in this period certain 
5. As'explained in the meeting, we have [ 1 
on कम रत incurred for augmenting and updating our stocks. 


6. As I have told you, I shall be required to make some large payments 
"in this period in the interest of professional publicity. 


माँगा हुआ समय पर्याप्त होने का आइवासन दें : 


7. Once the festival season starts I shall receive considerable sums from 
my customers, . 


8. The impact of our expansion will be certainly felt at the end of this 
period, as large payments will fall due from our clients abroad. 

9. The period I have mentioned will be enough, as returns on the publi- 
city campaign will start coming in at the end of it. 


अब ओवरड्राफ्ट के बदले में जमा करने वाले वस्तावेज के संबंध में लिखें : 
10. I can deposit Savings certificates worth Rs. 5000 as security. 


li. Ihavean insurance policy of Rs, 10,000, which l àm prepared to 
deposit as security. 


12. I have certificates worth Rs. 5000 and an 
amount, which I shall deposit as security, 
अंत में अनुकूल उत्तर की आशा व्यक्त करें : 


13. We hope it will not be difficult for you to grant us our request, 
14, Hoping for a favourable response... 


15. We shall ver 
request. 


insurance Policy of an equal 


Y much appreciate sympathetic consideration of this 


e 
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ओवरड्राफ्ट के लिए गारंटी देना 


Providing a Guarantor for Overdraft 


प्रारंभ में व्यक्तिगत गारंटी न स्वीकारने पर खेद व्यक्षत करें : t 


1. Inote with regret from your letter of the 8th June that you are not 
prepared to allow me an advance against personal security. 


2. I regret to learn from your letter of yesterday that you cannot allow 
me an overdraft against personal guarantee. 


3. Ihave received your letter of 2nd January and am sorry to see that 
you are unable to allow me any overdraft against personal guarantee, 


अब गारंटी देने वाले फे बारे में सूचना दें : 


4. However I appreciate your position and herewith enclose a letter’ of 
` . guarantee from Messrs Suraj Kumar, duly signed and stamped. 


5. Therefore, I have now obtained a letter of guarantee from Shri 
Prakash, and herewith submit the same duly signed and edem 


6.. I have consequently secured a letter of guarantee from M 
Rao, which is enclosed herewith, duly signed and Saone f essrs M.L, 


गारंटी देने वाले की स्वीकार्यता F बारे में लिखें : 
7.1 understand that the guarantors are well-known to you. 
8. According to my information you know the guarantor well. 
9. Iam told that the party providing guarantee is familiar to you. 
अंत में ओवरड्राफ्ट का अनुरोध करें : 


10. I now trust that you are prepared to accept the : 8 
finance me to the extent of Rs. 3000 for the period arranged ud and 
of 5% on daily balance. e rate 


11. I now hope you will accept this 
require on the usual terms. 


12. I hope you find this guarantee acceptable and ca 
advance I require-for this period on your usual ane allow me the 


guarantee and allow me the overdraft I 


चालू खाता खोलने के लिए पत्र 
Request to Bank for Opening Current Account 
प्रारंस में खाता खोलने का अनुरोध करें : 

1. Please open a current account for us in the na 


/ 
as me of the abov 
2. "This is to request you to open a current acco AR 


2 unt int 
firm given above. he name of the 
3. We would like you to open a current account for o : 
AZ es ur 
given below. firm in the name 
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हस्ताक्षर, प्रारंभिक डिपाजिट आवि का ब्यौरा दें : 


4. Enclosed please find the specimen signature of our Managing Director, 
who alone is authorised to sign cheques on behalf of the concern. 


5. The account will be operated onl 
specimen signature is enclosed. 


6. As both partners will sign cheques on behalf o 
signatures are herewith enclosed. 


7. A sum of Rs. 500/- is also 
Opening of our account. 


8. We also send herewith a sum of Rs. 500/- as ou 


9. Also please find herewith an 
` open our account. x 


y by our Managing Director, whose 
f the firm, their specimen 
sent herewith to be deposited with the 


r opening deposit. 
amount of Rs. 500/. with which may 


ऋण, tiez के लिए बेक से अनुरोध 
Request to Bank for Credit 


प्रारंभ में ऋण की आवश्यकता का विवरण दें : 


1. Our export in steel pipes is increasing daily at a fast Pace, and we are 
no longer able to finance this trade ourselves, 


2. The rapid increase in recent times in our business 
for us to expand it, but we ar 


has made it necessary 
with our own resources. 


e not a position to finance this €xpansion 


Qu A considerable increase in our tu 
raged us to install new facilities 
within our own means, 


4. Having booked heavy order beyond our e 
difficult it execute and finance 


Tnover during recent days has encou- 
at our plant, but We cannot do so 


xpectations we are finding it 
them on our account, 


ऋण का अनुरोध करें और अन्य संबद्ध बातें लिखें : 


5. Therefore we Tequest you to advance us upto 50% of the y. 


Overseas order on production of t alue of our 


he Invoice and Bill of Lading. 


6. Our drafts on our customers would be passed o 


n to à 
necessary documents, to you with the 


7. So please extend us credit 


to the extent of 50% 
our assets. 


of the present valle of 
I shall be most grateful if you could Erant the credit asked for. 
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8, 


9. I hope the foregoing explanation will enable you to grant the credit 

requested. 
अंत इस प्रकार करें : 

10. We shall very much appreciate details of your service charges in this 
respect. 

ll. Please let us know your charges for rendering us this service, 

12. We would request you to intimate to us your charges for performing 
this service. 


साइट ड्राफ्ट भेजने की सूचना 
Sending Sight Draft to Bank 


प्रारंभ में ड्राफ्ट और अन्य दस्तावेज भेजने को सूचना दें : 
l. We enclose our sight draft on Messrs India Handicrafts 
London and attach the Bill of Lading to evidence our अ = 
other documents as listed below : > 
2. Please find herewith our sight draft on Messrs India Em oriu 
York, as well as other documents listed below, including de bul 
Lading supporting our shipment. 
3. We are sending herewith our sight draft on Messrs India Sari Ci 
Singapore and also the Bill of Lading as evidence of our फोर 
Also enclosed are the following documents relating to the g. 
transaction. Said 
दस्ताबेज फे संबंध में रूम दें : 
4. Kindly deliver these documents to the party named 
payment of the draft. above against 


MAP vr MS one tore a 
Ame E be ier dpt CYC FT Mie documents on pay: 
7. S bros oe account the amount received after your commission 
8. sou may give custody of the documents to the party after they pay for 
9. The payment received for the draft may kindly be credited to oi: 


account after due deduction of your commission. 


चिदेश-स्थित बेक को stat 
Instruction to Bank Abroad 
प्रारंभ में माल भेजते का ब्योरा दें : 
l. We have just despatched by SS Jal Moti to the Singapore office f th 
of the 


Shipping Corporation of India a consi . 
held at your disposal. Sumenpof 100 silk, saris to be 
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2, 


The goods have been shipped in execution of an order from Messrs 
Govind Ramani & Co. 


3. This is to inform you that we have today sent a consignment of 200 
lamb’s wool sweaters to the Hong Kong office of India Shipping 
Company. 

4. Shipped on an order from Messrs Fancy Warmwear of your city this 
consignment is to be held at your disposal. 

सावधानी का कारण बताएं : 

5. However, we have very little knowledge of this party. 

6. But we are not very familiar with the status of this party. 

7. But we know little about the ordering party. 

8. In the circumstances we think it would be rather unwise to surrender 
the shipping documents against mere acceptance of the Bill of 
Exchange. 

9. 


Hence we think we should not surrender the shipping documents just 
on the acceptance of the Bill of Exchange. 


बैंक को उचित कार्यवाही की सूचना वें : 


10, 
11. 


12, 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 
21. 


22. 


We accordingly enclose a sight draft on them, together with the Bill 
of Lading. 

We therefore send you a sight draft on them, as also the Bill of 
Lading. 

We must ask you to obtain payment of all that is due 
allow them to take possession of the goods. 

Ends, receive full payment of the dues before you part with the 
goods. 

Possession of these goods is to be transferred to the party concerned 
only after all dues are settled. 

You will, of course, debit our account with all necessary expenses. 
Kindly debit your expenses in this matter to our account. 

Please surrender the enclosed documents to Messrs Hayward & Co. of 
London when they accept our draft, also enclosed. 

arch Gon the documents only on payment of our sight draft for 


We ask you to obtain acceptance of this draft befi i 
shipping documents. 3 Ro एम 


Please present the bill for 
credit of our account, 


Please present us this acceptance for payment a nd C: ed t us with the 
T rear 


The letter of consent for cl 
payment of the sight draft 


before you 


acceptance and then discount it forthe 


earing of goods may be released only on 
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आयातित माल के संबंध में आयातकर्ता का बेंक को पत्र 

Importer’s Letter to Bank Re: Imported Goods 

प्रारंभ : i न 

1. Tenclose accepted bill, drawn on me by Messrs John & James of 
London, and should now be glad to receive the shipping documents, , 


2. Please accept the following drafts for me and pay them, and at 
maturity, debit them to my account. 


3. Please arrange with your correspondent in London to Open a credit in 
favour of our firm. 


4. Please accept the about draft for me and debit your charges to m 
account. y- 


5. Will you please state the amount of your charges for arranpi 
: 1 
necessary credits ? sing the 


6, Kindly let me know your charges for arranging the required credits. 


सामान्य बेंक-संबंधित बातें 
General Banking Matters 
अस्वीकृत gm फी जानकारी फे संबंध में पत्र : 


1. We were surprised to learn from your letter that Messrs C f 
Company have refused to accept our draft, which was duly. ae 


2. We cannot account for Messrs Good Garment Cor Oration’ f 
to accept our draft inspite of its being duly advise x Hon's refusa] 


You would oblige us by presenting the bill a second time. 
Please present the bill once again. 
If acceptance is again refused, please return the draft to us, 


In the event of the refusal. being repeated i ; 
returned to us. 5० dece DS CPU may kindly be 


En arm. Qo 


बेक को अदायगी का आवेश : 
7. Please transfer the Rupee equivalent of £ 200 
Manchester, in favour of Bonny Baby Food produc ee es 
8. This sum represents payment for costs ii : Š a 
behalf. incurred by that firm on our 
कोई विशेष आदेश यदि हो तो : 


9. Thank you for advising us of receipt of £ | T 
Bank on behalf of Messrs Ready Food Fr of Lent Overseas 
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10. 
11. 
12. 


13. 


14, 


Kindly credit this sum in our account No. 1. 
Please inform us on making the necessary transfer, 


This is to confirm my telephone message this mornin aski 

stop payment of cheque No. 508352 of 3rd March for Rs. 1000). to 
Please arrange to buy for me the followin uriti uhi 1 
ranges shown below : § securities within the price 


Should you require a guarantor, Mr. Sunil Kum 
Enterprises, New Delhi, has kindly consented to act in this ae 


लेक 'डिसआनर' होने की शिकायत : 


15. 


16. 


17. 


We are surprised to learn that you have dishonoured 

the 2nd April for Rs. 3400 in favour of Messrs Pretty Plastic Pete 
with the remark ‘Funds not sufficient’. 

As we had submitted a local cheque for Rs. 4000 for collect; 

two weeks back you had ample time to credit this sum (Outen, 


Kindly therefore inform us of your reasons for dis i 
Cie aD y ishonouring the 
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बीसा कंपनियों के साथ पत्र-व्यवहार 
CORRESPONDENCE WITH INSURANCE COMPANIES 


बीमा कंपनियां केवल व्यक्ति के जीवन का ही नहीं ata उसके माल का भो बोमा करतो 
यातायात करते समय किया जाता है ate गोदाम प्रयवा दफ्तर में स्थित कंपनी के माल quay Ta 
होता है. इसलिए पत्र का ढांचा we भाषा, प्रसंग के प्रनुकूल होगो, कुछ पत्र-व्यवहार 
"फार्म लेटर' के प्रनुसार होते हैं. 


हैं, यह माल रा 
agni का भी 
-AÀ नुकसान भरपाई के क्लेम- 


भेजे हुए माल के बोमे का श्रनुरोध (संपूण नमूना) 


Request for Insurance of Goods in Transit 


Dear Sirs, 


This is to request you to Cover us to the extent 
at 4 paise percent on ready-made cotton garments 
between Bombay and London. 


of Rs. 3000 
in transit 


The goods are packed in the usual way 
ched by S.S. Queen Elizabeth to London, where 
will take the delivery. 


and despat- 
he Consignee 


It may please be understood that the risk attaches immedj 
tely the goods leave our possession on 7th May. ES 


Yours faithfully, 
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भेजे हुए माल के बोमे का अनुरोध 


Request for Insurance of Goods in Transit 
प्रारंभ 
1. Please quote your lowest All Risks rates for shipments of 100 cases of 
hand-tools to Singapore. 
2. Please hold us covered for the consignment referred to below : 


3. We should be-glad if you would provide cover of Rs. 5000 on 100 boxes 
of shoes in transit from Bombay to Singapore. 


4. We wish to renew the above policy for the same amount and on the same 
terms as before to cover our assets at our office at No. 4, Shastri Road. 


. Please send us the necessary proposal form. 


- We leave the details to you, but wish to have the consignment covered 
against All Risks. 


. The consignment is covered by our open policy No. NB-6755554 and we 
shall be glad to receive your certificate of insurance. 


ara 
5. Please inform us on what terms this insurance can be arranged. 
6 
7 
8 


बीमा कंपनी को आग से हुए नुकसान की सूचना 


Intimation to Insurance Co. Re : Damage by fire 
प्रारम्भ में घ्राग लगने की सूचना वें 


1, EE to inform you that a fire broke out in our godown last night at 
30 p.m. 


2. Weare sorry to inform you that last night around 10 O'clock our book- , 


shop was gutted by fire: 


3. We very much regret to Say that yesterday afternoon a fire caused 
extensive damage to stocks in our godown at 4, Nehru Road. 


हानि का भ्रनुमान बताएं 
4. In our estimation the damage is to the extent of Rs, 5000/-. 
5. We assess the damage caused by this fire at around Rs. 5000/-. 
6. 5: CE to our calculations the extent of the damage is about Rs. 


श्रागे की कार्यवाही के बारे में लिखें 
7, However, 


uc please send your representative as early as possible to survey 
€ loss. 
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^ti Ra h aa a b oam 


co 


Still, please send your estimator immediately to assess the loss. 


9. Kindly let us know what particulars will have to be furnished for making 
a claim for the loss. 


10. We shall be grateful to you for letting us know the procedure we have to 
follow for making our claim for compensation. 


बीसे का दावा (क्लेम) 
Insurance Claim 
arta में नुकसान की जानकारी दें 
l. Yesterday night a burglary was committed at this hou 
quantity of jewellery was stolen. 


2. This morning my car No. XYZ 1234 was stolen from 
opposite Regal Cinema, Connaught Circus, New Delhi. 


3. This is to report that some time during last night the dick 
parked opposite my residence, was forced open and the ste 

4. I regret to report the loss of my car No. DH 
the above policy. 


5. I regret to report a fire in one of the bed-rooms at this address 
माल का ब्योरा दें 


6. The jewellery consisted of a pearl necklace, 
diamond ring. 


7. The car is a sky blue Ambassador of 1971. 
8. My car is a Fiat and the stepney was brand new. 


पुलिस को खबर दी जाने की सूचना दें 


9. A complaint to this effect has also been lod 
station. 


10. We have of course immediately informed th i 
We e * police about the burg- 


11. A report of the theft has also been lodged at the nearest' 
दावे (ब्लेस) & बारे में लिखें 


12. Would you please send me a Claim Form so t 
claim under the above policy ? 


13. Please let me know how I should proceed for ^ “i 
insurance policy. making a claim under my 


14. Kindly advise me regarding the claim procedure, 


se and a large 
the parking lot 


y of d Car, 
E pney stolen. 
C 583 insured with you under 


four gold bangles and a 


ged with the local police 


Police station, 


hat I can make a forma] 
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15. Please let us know what particulars you need from us when we submit our 


16. 


claim. | d 
I have completed and enclose the form of claim for loss of my Car No. 
HC 583. 


WU की दर में कमी का सुझाव 


Request for Reduction in Insurance Rate 
ares में चालू रेट पर प्रसंतोष ब्यक्त करें 


1. 


We regret to state that we are not satisfied with the rate of 15 paise per 
cent quoted for the insurance of our premises at the above address 
against fire. 


We regret to say that your rate of 15 paise per cent for fire insurance of 
our premises at the address above are on the high side. 


We are sorry to inform you that in our opinion the rate of 15 paise per 
cent that you have quoted for insurance of our premises given above 
against the risk of fire looks excessive. 


BANG का कारण बताएं 


4, 
5. 
6. 
T 


8. 


There appears to be no 
prepared to cover on id 


We do not think this ra 


justification for this rate, as other companies are 
entical conditions at 10 paise per cent. 


te is justified, as other companies charge 10 paise 
per cent for providing insurance cover in identical conditions. 
There seems to be no reason for this high rate, and we know of other 
provide such ins 
As a matter of fact we still hold 
desire to distribute the risk 


X over many companies that induces us to 
accept your quotation. 

We actually have insurance cover at the lower rate, but we wish to distri- 
bute the risk. 


कार्यवाही का प्रादेश दें 


9; 
10. 
11. 


12. 
13. 


We therefore request you to cover us to the extent of Rs. 15,000. 
However, you may cover us to the extent of Rs. 15,000 only. 


We would however remind you that this sum would be increased consi- 
derably if you were willing to reduce your rate to 10 paise. 


Still we would like to point out to you that a reduction in your rate could 
Increase the risk amount to a considerable extent. 


We shall highly appreciate your final reply to our proposal at your earliest 
convenience, : 
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14. We would be happy to have your response to our proposal vy return of 
post. 


सामान्य बीमा-संबंधी बातें 
General Insurance Matters l 
रेल से भेजे गए माल का बोमा 
1. We shall despatch 50 bicycles by rail from Faridabad to Bombay by 
passenger train on 6th March 1979. Á 
2. The total value of these bicycles is Rs. 4000/-. 


3: We wish to cover the consignment from the time it leaves our godown till 
~ iť reaches the godown of our clients in Bombay. 


4, Please let us know the total amount of premium payable for insuring the 
above goods against all risks. = 


जहाज से भेजे गए माल का बोमा 


5. Please insure us against all risks to the tune of Rs. 5000, the value of five 


cases of superior cotton shirts shipped to Singapore by SS Jal Vihar 
sailing from Bombay, on 8th February.. E us 


6. The shipment has been made for account of Messrs Indian Fashion 
Centre, Singapore. 


झ्ञाल को पहु चे नुकसान की सूचना 


ease find herewith a copy of the report iti 

" ume goods worth Rs. 5000, which Sere er 
condition. 

g. This consignment was sent by our Tokyo Agent by S.S. Jal Sagar. 

9, As the consignment was fully insured against all risks, we request you 
to please assess OUT loss and favour us with your cheque at an early 
date. 

भाल की पालिसी का तवीनीकरण (ere 234, which expi n 14th Ma 
d f : o. 5 ires on 14t ; 
10. Una oT 810/- for renewing the same 250 ve 
i ar. ` 
f. CEA t Qe. and assets being the same, we have sent the amount as 
Per last year’s premium. 
Please confirm the renewa 


: a 329 
E , 
Á d 


Y 


land send your official receipt per return. 


डाकखाने के साथ पत्र-व्यवहार 


CORRESPONDENCE WITH THE POST OFFICE 
डाक-व्यवस्था की उपयुक्तता केवल पत्र भेजने के लिये a 

इत्यादि वस्तुएं व माल भेजने के लिये भी है. 
पड़ता है, जो उसके व्यवसाय के दृष्टिकोण से er 


नहीं mfg बहुमूल्य दस्तावेज, पार्सल, बी.पी. 
इस कारण हर ब्यवसायो को डाकणाने के साय पत्र-ण्यबहार करना ही 
वश्यक है. साधारणतथ: Ug पश्न-व्यवहार “रुटीन? प्रकार का होने के 
कारण “फार्म लेटर' जंसा होता है, ate डाकखाने के जवाब प्रायः छपे हुए फार्स के रूप में झाते हैं, लेकिन कभी कभी 
डाकखाने से भेजा gat माल इधर उधर हो जाने पर भेजने वाले को विस्तृत जानकारी का पत्र लिखना प्रनिवाय हो 
जाता है. ऐसे पत्र में संपृर्ण विवरण होना चाहिए, ताकि शिकायत पर जीघ्रातिशीघ्र कार्यवाही हो सके, 


` वी.पी. जर्नल के लिये डाकखाने को आवेदन पत्र (संपूर्ण नशूना) 
Applying to Post Office for V.P. Journal 
Dear Sir, 


This is to say that our daily average of VPP has now 
reached 50, 


We therefore re 


quest you to please issue us a Special V.P, 
Journal. 


Yours faithfully, 
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बो.पो. जनल के लिये डाकखाने को आवेदन पत्र 
Applying to Post Office for V.P. Journal 
झारंभ में बी.पी, जर्नल को आवशयकता का कारण बताएं 
1. Our daily average of VPP articles has now gone upto 50. 


now reached 50. 
अन्त में वी.पी. जर्नल के लिए प्रनुरोष करे 
4. So we request you to issue a special V.P. Journal in our name. 
5. Kindly therefore issue us a special V.P, Journal. 
6. Hencea special V.P. Journal may kindly be issued to us. 
केवल एक वाक्य में भी यह maaga fam जञा सकता हे, जेसे- 


- 7. As our daily average of V.P.P. has now reached 5 


0 we hereby request 
you to please give us a special V.P. Journal. 


व्यवसाय के जवाबी आज्ञापत्र के लिये डाकखाने को आवेदनपत्र 
Applying to Post Office for Business Reply Permit 
पारम में ऐसे प्लाज्ञापत्र की ग्रावक्यकता का फारण बताएं 


1. In order to expand our business further, we wish to send Reply-Paid 
envelopes to our clients. 


2. We wish to extend the facility of Reply-Paid envelopes to our customers 
in the interest of expanding our business. 


3. We feel it would help in the extension of our business Operations if 
could send Reply-Paid Envelopes to Our Clients. F Am 


wea में प्राज्ञापत्र के लिए श्नुरोष बी.पी, जर्नल के Rate के समान 


ही होगा, उपयक्त steal के नमने 
ar & T T 
वी.पी. रकम अथवा माल न मिलने कौ शिकायत 

Complaint Re : Non-Receipt of V.P, Money/Articte 

ores में वो.पी. भेजने की तारीख, मूल्य प्रादि का ब्यौरा दे 


1. A V.P. letter No, 1202 dated Sth May, 1979 f 50/- 
your post office to M/s K.L. Rao, 14. M MEUM 


as Sent thro 
» Mylapore, Madras. ugh 


33r 
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. This is to say that on 14th March, 1979 we had. sent a V.P. article No. 
: Dune Rs. 75/- through your post office to M/S Book House, Gokhale 
Road, Dadar, Bombay. 


ish to inform you that a V.P. Article No. 0821 dated 
2 lon for oe amount of Rs. 110/- had been sent thro 
to the address of M/s Shastri & Sons, Shivaji Road 


aa वी.पी. धथबा रकम न मिलने की जानकारी d 


4. Although more than two months have since Passed, we have neither 
received the payment nor the V.P. letter back. 


5. But though more than a month has passed w ormation about 
it, as We have received ne:ther the payment nor the article back, 

6. If is now more than two months since the V.P. was sent, but we have not 
received the payment for it or the article back. . 


oe में भाल के तलाश किए जाने के लिये झ्नुरोध करें 
7. We shall appreciate your looking into the matter imm 
8. So please find out without delay what happened to it. 
9. So please make immediate inquiries and let us know the position, 
[पत्र के साथ 50 पेसे का डाक टिकट भी 'तलाज्ी शुल्क' (search fee) के रूप में 


11th January 
ugh your post office 
> Baroda, 


€ have no infi 


ediately. 


uL 


भेजें] 


Learn 
SPOKEN ENGLISH 


RAPIDEX ENGLISH SPEAKING COURSE 


Separately published in HINDI, 
MARATHI, PUNJABI, BANGLA, GUJRATI, 
TAMIL, TELUGU, KANNADA’ MALAYALAM. 


RAPIDEX Guarantees you a success or 
a full return of Money if dissatisfied 


Highly simple and effective self 
teaching course to have command 
over spoken English. 


its scientific Presentation and 


hers, intel- 
lectuals and educationists 


Praised in the Review columns of 
many leading Newspapers 


Mention language while ordering 


X 


MONEY BACK GUARANTEE 


$ Price for each language Rs. 21 |- Postage Rs- 4|- 


RAPIDEX COURSE MEANS 


Success for Businessmen 

Boom for Salesmen 

Self confidence for Housewives 

Bright career for Clerks, Steno- 

Typists, Secretaries, Office assis- 

tants and Supervisors 

9 A must for School goers and 
neccesity of Collegiates 

e Uninterrupted fluency for Recep- 
tionists and Telephone operators 

© Sure success in competitions and 

interviews. 
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AVAILABLE AT leading book shops. 
A. H. wheeler’s and Higginbotham's 
Railway Book stalls throughout India. 


or ask bv V.P. o om 


LOU a 
PUSTAK MAHAL 


KHAR! BAOLI DELHI-6 


